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PREFACE 


This volume contains what are essentially executive orders 
of Government regarding the principles to be observed' and the 
procedure to be followed by various authorities in dealing with 
funds received by them in their public capacity, or withdrawn by 
them from the treasury for the discharge of functions entrusted 
to them, and other connected matters. The main Treasury Rules 
and orders relating to delegalioh'^of financial powers have been 
indudcd as appendices to make the volume a self-contained one. 

Suggestions for improvement, particularly with a view to 
securing a speedy and more efficient despatch of business, are 
welcomed and may be addressed to the Finance Department. 

It is requested that errors and omissions found in the 
volume may also be brought to the notice of the Finance 
Department for rectification. 


Jaipur, 

6th September, 1952. 


V. NARAYANAN, 
Additional Chief Secretary. 



PREFACE TO SECOND EDITION 


In view of a number of amendments issued since the 
publication of the first edition and also the fact that there is 
a pressing demand for these rules by the Government depart- 
ments and candidates preparing themselves for Accountants* 
Examination it has been found necessary to publish the second 
edition. 

Besides bringing the book up-to-date by incorporating 
the amendments, notes and instructions have been inserted 
wherever considered necessary. Two more appendices e.g. XIV 
and XV, which will be found particularly useful to the depart- 
mental officers, have been added. ,Ne<xssary corrections have 
been made in the Schedule of lowers and the list of Heads of 
Departments. 

It was contemplated to make these rules more exhaustive 
and to give the number of account forms prescribed under these 
rules, but in view of the urgency for making the book available 
to all those who are in need of it, that work will be completed 
by issue of a second volume. 

Every care has been taken by the Government Press to 
avoid mistakes in printing, but as the work had to be rushed 
through at a time when the Press is pre-occupied with other 
urgent work errors may have crept in. 

It is, therefore, requested that errors and omissions found 
in the volume may be brought to the notice of the Finance 
Department for rectification. 

Suggestions for improvement wifi always be welcomed. 


Jaipur, 

iSth October, !954. 


G. S. PUROHIT, 
Finance Secretary, 



PREFACE TO THIRD EDITION 

In view of a number of amendments and ‘Administrative 
Instructions’ issued since the publication of the second edition, 
coupled with the fact that there has, for some time past, been 
a pressing demand for this book, it has become essential to 
reprint the third edition. 

In addition to bringing the book up-to-date by incorporat- 
ing the amendments, notes and instructions have been inserted 
wherever considered necessary. One more appendix XVI 
containing the rules and instructions for the purchase of Stores 
framed by the Government has since been added. A new 
Chapter VII-A dealing with the payments to the members of the 
State Legislature has also been added. 

The rules have been made more exhaustive and the 
number of account forms in G.A. Series, prescribed under these 
rules, have been indicated at appropriate places. 

It is requested that any errors or omissions, which may 
be found in this volume, may be brought to the notice of the 
Finance Secretary. 


Jaipur, 

6th May, 1957. 


G. S. PUROHIT, 
Finance Secretary. 



PREFACE TO FOURTH EDITION 


The Third Edition of General Financial and Account 
Rules was issued in 1957 incorporating amendments etc. up to 
April, 1957. This Edition brings the compilation up-to-date, 
incorporating all amendments, instructions and Government 
decisions etc. issued up to 1st July, 1960. 

Two new Chapters viz. Chapter XVH and XVin have 
been included in this Edition. 

Any errors or omissions that may be found in this 
Edition be brought to the notice of the O & M (Codihcation) 
Section. 


Jaipur, 

April 21. mi. 


M. MUKERJI, 
Secretary to the Governmem, 
Finance Department. ^ 
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No, 1 



CHAPTER 11 


Rule 6 


Page 5'7 

Delete Rule 6. 



(F. D. Notification 

No. F. 18 (a) (52) 

FD-A/Rules, 60, 

dated 24-M96U. 

No. 2 



CHAPTER II 


Rule 16 


Pago 10 

Insert tlic following at the end of “Note” 

below Rule 16: — 

“Tho duties and the responsibilities of the Assistant Atcounls 
Ollicers an? defined in Appendix XVJI (A) of tho General Financial 

and Account Rules. 



(F. D. Order No. F. 5 (a) (21) FD-A/Kulcs/fil, dated 

31-5-1901). 

f 

No. 3 



CHAPTER 11 

Page 15 



2 

to accounting of such moneys are being experienced by the 
officers who are required to handle non-Government moneys in 
their official capacity. In this connection, the following instruc- 
tions are issued for the guidance of all concerned: — 

(i) The officer who is required to handle non-Govemment 

funds should seek permission of Government in 
Finance (W. & M.) Department through the Head of 
the Department for opening a P. D. Account in a 
particular treasury. 

(ii) All non-Govemment moneys when received should 

immediately be deposited m the treasury in the P. D. 
Account. 

(iii) The account of such funds sioffid be kept entirely 

separate from those of Go\eri!<'i.nl funds. For this 
purpoie a separate cash bco’v in form G. A. 50 
should be maintained. 

(iv) All cheques received by poil v-' ’d all money orders 

should be immediately enteiec ' -st in a register in 
Form G.A. 51 and then entered in the cashbook 
I under the initials of the Head of Office or institution. 

' The encashment of cheques will be arranged as soon 

as possible through the treasurjv 

(v) Withdrawals of moneys from the treasury shall be 

operated by cheques signed by the officers operating 
the P. D. Account. 

(vi) Payment out of the fund will be made in accordance 

with rules or orders governing the fund. 

(vii) For meeting petty expenditure the head of the office or 

institution operating the account can utilise the 
receipts of the fund for this purpose and in case where 
the receipts are insufficient on a particular occasion, 
the officer may obtain some money as an imprest 
by cheque. 

2. (i) The above instructions will also be followed by all 
officers who are required to handle non-Govem- 
ment moneys in their official capacity. 

(ii) The officer operating the fund is personally 
responsible for accounting of such transactions. 

(iii) The detail^ accounts of such funds will be subject 
to audit fay the Accountant General.” 

(F. D. Memo. No. F. 18 (a) (52) FD-A (Rules)/60-II, 'dated 
30-6-61). 
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No. 4 

CHAPTER IV 

Rule 42 <I) Page 24 

Insert the following as Note (2) by numbering the existing 
Note as No. (i) below Rule 42 (1): — 

“(2) The procedure for the disposal and writing off of losses 
of obsolete unserviceable or surplus stores articles has been laid 
down in Appendix XIX ” 

(F. D. Notification No. F. 18 (a) (2> FD-A (Rules)/60, bated 
31‘5-I96l). 


No. 5 

CHAPTER IV 

Rule 44(1) Page 25 

I. Substitute the word “Government” for the words 
“Administrative Department of the Govemment with the 
concunence of Finance Department” occurring in the first two 
lines of sub*rule (1) of rule 44. 

II. Substitute the following for the existing “Note” below 
Rule 44. 

‘Wote.— IVhile (he policy of Government is to enforce recovery in all cares 
where it is possible and where the Govemment servant concerned 
is cot clearly entitled by the mODe>s in questiorr even after it had 
been dra>vn in good faith, it is not intended that the extreme cri* 
terion of physical impossibility to recover the dues should be 
enforced; where such recovery might cause in the opinion of the 
competent authority, undue hardship or distress in genuine cases. 
The Administrative Departments concerned may, therefore, in 
future, waive recoveries on grounds of undue hardship or distress 
in genuine cases except in cases of the following categoriest — 

(1) where the recovery relates to a Gatclted Govemment servant, or 

( 2 ) Where the amount involved even in the case of a Non-Gazetted 
Govemment servant exceeds two month’s pay of the Govern- 
ment servant concerned. 

Powers to the extent indicated above will be deemed to have been 
delegated to the administrative Departments of Govemment. Cases 
coming under categories (I) and (2) above, will require the concurrence of 
the Finance Department.”. 

(F. D. Notification No. F. 18 (a) (42 )FD/A/Ru1m/ 60. dated 2-1-61). 
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No. 6 

CHAPTER V 

Rule 65 Page 35 

The comma (,) occurring after the word “direct” in rule 65 
may be substituted by full stop {.) and the words “As soon as 
possible, not later than 15th April” bo deleted. 

(F. D. Notification No. F, 5 (a) (6) FD/A/Rules/6I-I, dated 
31-5-1961). 


No. 7 

CHAPTER V 


Rule 72 Page 37-38 

Insert the following as Government of Rajasthanis Deci- 
sion below Note 3 under rule 72: — 

Government of Ra'ivisihan's Decii,on. 

"Attention is Invited to the concluding sentence of note 3 below Rola 
72 which lays down that in a case m which an allovance has been claimed, 
but in consequence of some objection taken, payment has been delajed, the 
Treasury Officer will not refuse to pay such bill if, when the objecuon is 
satisfied, the claim happens to have become more than one jear old. 
Cases have come to the notice of the Government in which the Departments 
concerned took three to four >ears in complying wiih the objections raised 
by the Treasury Officer and then present^ the Bills to the Treasury for 
payment under protection of the provision referred to above. 

In order to safeguard against such inordinate delays it has been 
decided that compliance of objections rabed by the Treasury Officer should 
be made as early as possible and in any case not later than six months from 
the date of receipt of the bills from the Treasury Officer. The Treasury 
Officer shall refuse payment if the bills are presented after the aforesaid 
period unless the orders of authority next higher to the drawing officer is 
communicated to the Treasury Officer tor passing the bill." 

(P. D. Circular No. F. 18 (a) (63) F/A/Ru)e./60, dated 31-3-6]). 
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No. 8 ■ 

CHAPTER VI 

Rule 74(v) Page 42 

I. In Rule 74 (v) for the words “such payments are 
appreciable" substitute the words “the number of payments made 
in a month js more than ten and the total amount involved 
therein exceeds Rs. 1,000’\ 

II. Insert the following as note below th t clause; — 

"iVote — Notwithstanding the provisions of thi*! clause, ihc head 
of ofTice may at his discretion obtain n consolidated 
treasury receipt irrespective of the number of payments 
made in a month and the total amount involved therein" 

(F. D. Notification No. F. 18 (a) (13) FD/A/RuIcs/60, dated 
11-8-1960). 


No. 9 

CHAPTER VI 

Rule74-A Page 43-44 

Delete Rule 74-A 

(F. D. Notification No. F. 18 (a) (52) FD/A/Rules/6I, dated 
30-6-1961). 


No. 10 

CHAPTER VI 

Rule 94 Page 50 

Insert the following as Government of Rajasthan’s 
Instruction below Rule 94: — 

Go\ eminent of Rojastf’on’s Instruction. 

"The hajasthan State Electricity Board have entrusted the work of 
collixtions of bills on account of electricity supplied to consumers at Jaipur 
to the Dank of Rajasthan Ltd . Jaipur. Acconling to the arranf'emcnls 
Min ihc Bank, the Bank will issue a cheque for daily collections on the next 
working day in favour of the Executive Engineer fI>Istribution) and the 
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latter will deposit the same in the Treasury on the same day, if possible, 
for credit to the Board’s Deposit Account No. 1. 

With a view to ensuring prompt deposit of the money realised from 
the consumers to the credit of Board’s Deposit Account, the Governor has 
been pleased (o approve the following pioc^urer — 

The Divisional oflker will prepare challans in duplicate showing 
the correct classification thereon viz., “S-Deposits and Advances — 
Part II-Deposits not bearing Interest (c) other Deposit Accounts — 
B — Departmental and ludicm Deposits-^ivil Deposits — d — personal 
Deposits — Deposit Account of Rajasthan State Electricity Board” 
and send the challans along with the Bank Cheque to the State Brnk 
of Jaipur direct under intimation to the Treasury Ofheer, Jaipur. 
The State Bank of Jaipur will collect payment and return one challan 
duly receipted to the Divisional Officer. The duplicate copy of the 
challan duly receipted will be sent by the Bank to the Treasury 
Officer along with the daily scroll etc. 

The provisions of Rule 94 of the General Financial and Accoint 
Rules may be treated as relaxed to the above extent. 

(F. D. Order No. F. 18 (a) (67) FD/A/Rulefl/60. dated 30-6.1961) 


No. 1! 

CHAPTER Vn 


Rule 96 Page 51 

Insert the following as Clarification below Rule 96: — 
CJarificaricm. 

“A reference is invited to Rule 96 according to which all bills or 
cheques in payment of claims against the Government are required to be 
presented at the Treasury. Since there is no clear order whether the 
said rule contemplates presentation at the treasury of bills for ‘‘ml” 
amou/tt where no payment Is involved, a question has been raised whether 
such adjustment — Travelling Allowance bills for “nil” amounts should 
be submitted to the Treasury like other bills for payment or sent direct 
to the .Accountant General’s office. 

Tho matter has been carefully considered In this Department and 
it has been held that presentation of these bills at the treasury has the 
following adrantages: — 

(i) Certain checks and scrutiny Is exercised by the Treasury 

Officer. The claim is likely to esca^ such checks if presented direct 



at the Accountant General’s office. 


(ii) In the case of claims of Gazetted Officers entries of the 
fact of adjustment of advance drawn by them are made by the 
Treasury officers in a register maintained for the purpose A check 
on the payment of a second advance before an earlier one is 
cleared, is thus secured. 

(lii) Correct entry as regards the outstanding tour/transfer 
travelling allowance advance can be noted by the Treasury Officers 
in the last pay certificate issued by them. 

It IS also felt that if adjustment bills of ‘nil’ amounts are sent direct 
to the Accountant General office, it will involve the audit .iflice in cor- 
respondence with the Treasury Officer for supplying him information as 
regards the amount c€ advance of the Gazetted Officers adjusted by the 
Accountant General in such cases Thus differential treatment of adjust- 
ment bills where amount payable is not ‘oir may lead to omissions and 
increase in work in the audit office. It has, therefore, been decided that 
the adjustment Travelling Allowance bills for ‘nd’ amounts should be 
rcijuircd to be presented at the treasury like other bills.” 

(F.D Orcular No. F. I (9) F/AA/58, Pt. II. dated 2.1-61). 


No. 12 

CHAPTER Vn 

Rule 100 Page 52 

Insert the following as Government of Rajasthan’s 
Decision below Rule 100: — 

Government of Rajasthan’s Decision, 

“Rule 100 lays dowTi that no claims against the Government not 
pre ‘erred within six months of their becoming due can be presented without 
an authority from the Accountant General and to say that a doubt has 
ari'cn whether the contingent claims are also required to be pre-audited by 
the Accountant General if not presentoS within six months of their 
becoming due. 

'The matter has been examined and it has been held that the afore- 
said rule is quite comprehensive and covers all Jirds of claim including 
contingent claims. "The period of six months referred to in the aforesaid 
rule sfiall be calculated from the 1st of the month following the month in 
which the claim is piesented to the drawing and disbursing officer. 

(F.D. Grcular No. F. 1 (9) F/AA/58, Part I, dated 2-1-1961). 
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No. 13 

CHAPTER Vn 

Rule 100 Page 52. 

Substitute the words **one year” for the words “six 
months” occurring in line 2 of rule 100, 

(F. D. Order No. F. 5(a) (15) FD/A/Rules/61, dated 
30'6.I961). 


No. 14 

CHAPTER VII 

Rule 100 Page 52. 

Irisert the following as Note 3 below rule 100: — 


*'3. Calms on account of graQts>m>aid end scholarships should be, 
deemed to have become due as soon as they are sanctioned 
sub^t, of course, to the fulfilment of other conditions or 
periodicity, if any, attached theretcv.” 

(F. D. Order No, F. 18(8) (I) FI)/A/RuIes/60, dated 
3-10.1960), 


No. 15 

CHAPTER VII 

Rule 102 (I) Page 53 

Substitute the foUoiving for existing Rule 102 (1): — 

“102(1) Printed forms of bills (Hindi or English or 
bilingual) supplied by the Printing and Stationery Depart- 
ment of the Government should only be used. \^ien 
printed forms are not in stock and such a course is, there- 
fore, unavoidable manuscript, typed or cyclostyled forms 
may be used. When this is done the Drawing Officer, 
shiUJ be responsible to ensure that the forms, used 
conform strictly to the prescribed forms”. 

(F. D. Notification No. F. 18(a) (24) FD/A/Rules/60, 
'dated 17-2-1961). 
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No. 16 

CHAPTER VU 

Rule 133 Page 63. 

Substitute the following for the existing Rule 133. — 

“133. All payments to private parties which are 
payable at treasuries or sub-treasuries outside the jurisdic- 
tion of the Accountant General, Rajasthan, should ns far 
as practicable be made direct by the drawing olficers by 
means of Government Demand Drafts instead of request- 
ing the Accountant General for arranging payments 
through another Accountant General.** 

(F. D Notification No. F. 18 (a) (59) FD/A Rules/60, dated 
2-1-1961). 


No. 17 

CHAPTER VII 

Rule 139 Page 66. 

Insert the following as Government of Rajasthan’s 
Decision below Rule 139. — 

Go\errimetit of Ritiostlutn \ Dcthum 

‘•Rule 139 Viter filw provides that the provisions of Rule 102 thul re- 
garding the preparation of hills ^ha11 be carefully observed in regard to ihe 
claims presented a departmental oflicc of tlisbjrsomcnt. In tins con- 
nection a question has been raised whether the bills of ihc suppliers wrillcn 
in pencil should be accepted as proper claims against the Govcrnmcnl. 

Tlio matter has been examined and it has been held that die disburs- 
ing olheers should require the suppbers to present the bills/claims in ink 
or t>T>cd as far as possible. When they are written in pencil, only copying 
pencil should be used. In any case the bdU should always be in duphcalc, 
one copy to be endorsed for presentation lo Treasury etc and the dupli- 
cate copy retained, in ihc nfi.cc of the disbursing ofliccr In the case of 
copying pencil written or type wnltcn bilk, the duplicate copy should be 
a carbon copy of Ihe original. 

(P. D Memo No. F 5(a) (13) FD/A/Rulcs/61, dated 31-5-1961). 
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No. 18 

CHAITER VII 

Rule 147 Page 67. 

Insert the following as Note 4 below Rule 147. — 

4- While a Governmeni servaot i* uaJer suspension and is in receipt 
of sub~istence grant, the retrenchment order m respect of any 
overpayment caused to him in the past shall be issued by the 
Accountant General m convultation iviih the authonly compe 
tent to place the Government servant under suspension. The 
aforesaid admmistraUve authority will exercise discretion 
uhether recovery should be held wholly in abeyance or it should 
be atleclcd at full or at reduced rates depending on the circum- 
stances of each such case 

(F.D. Nolihcation No. T. 18(a) (21) rD/A/Rulcs/60, dated 3-10-1960). 


No. 19 

CHAPTER Vll 

Annexure ‘A’ Pag* 69. 

Add the following as item No. 10: — 

“10. Receipt given by a payee for any payment of 
money without consideration, such as receipts for grant 
in aid bills, and for scholarships etc.” 

(F. D. Order No. F. 5(a) (11) FD/A/R/61, dated 6-9-1961). 


No. JIT 

CHAPTER Vir-A 

Rule 149 A(d; Page 71-73. 

Substitute the following for tlie e.\isting Rule 149 A(d): — 

(d) “The following procedure shall be followed for drawing 
p.iy and allowances by the Members of the Rajasthan 
Legislative Assembly. ^ 
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(i) Members shall draw the salary from the local trcasurj' 

direct which they shall select \sithout the counter- 
signature of the Secretar>', Rajasthan Legislatwe 
Assembly. 

(ii) The Secretary, Rajasthan Legislative Assembly sinll 
issue a Certificate to the Treasury Officer concerned 
and the Accountant General about the date on which 
the member of the Legislative Assembly look oath 
to enable him to draw the first salary from the said 
date. 

(ili) The Secretary, Rajasthan Legislative Assembly, shall 
communicate the Accountant General, and the 
Treasury Officer concerned about all changes due to 
resignation death or falling the seat vacant for any 
other reason. 

(iv) As soon as a member has been elected he will be 
required to specify the Treasuty from which he would 
like to draw his salary. This information will be 
communicated by the Secretary, Rajasthan Legislative 
Assembly to the Accountant General, Rajasthan with 
3 specimens of his sicnatiires for the issue of the 
necessary authorisation to the drawing officer 
concerned. 

(v) Tlie members will have their specimen signatures 

attested either by the Secretary’ or the Deputy Secre- 
taiy' of the Rajasthan Legislative Assembly or by any 
Magistrate of the first class of the District. 

(vi) All Travelling Allowance bills will be checked by the 
Secretary, Rajasthan Legislative Assembly. The 
progress of total expenditure against the sanctioned 
grant will be recorded by him. After countersigna- 
ture the Secretary shall return the bill to the Mernber 
concerned for precentation at a Treasury where 
pajTnenl is to be made 

(vii) When a member wishes to change the treasuiy for 
pasmicnt. he should obtain a last pay ccrtificata from 
the old treasuiy, get it countersinned by the Accoun- 
tant Genera! and attach it to Ins salary bill payable 
at the new treasury’, 

(viii) The Secretary, also shall, as controlling officer, send 
a copy of his specimen signatures to all the Trcasiiry 
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Officers in Rajasthan so that the signature of both 
the drawing and controlling officers may be verified 
before the payment is made. 

(ix) The Secretary shall record all Travelling Allowance 
bills passed in the Travelling Allowance register of 
M L As m form G.A. 72-B 

To keep watch over the progress of expenditure on travel- 
’mg and daily allowance against the sanctioned grant, a register 
may be maintained with columns as follows and the sanctioned 
grant being recorded on the top:— 
fa) Serial Number, 

(b) Bill Number Sc Dale, 

(c) Name of the member, 

(d) Amount of each bill, 
fe) Progressive total. 

(f) Remarks. 

(F.D. Notification No.F. 1(a) (1) F/AA/60, dated 3-10- 


No. 2! 

CHAPTER VII 

Rule 149-B Page 73. 

Delete Rule 149-B. 

(F. D. Order No. F. 6 (10) FR/56-II, dated 9-I2-I960). 

No. 22 

CHAPTER Vm 

Rule 156(1) Page 76-77. 

Insert the following as Note below Rule 156 (1): — 

"S’ote . — It is ordered that rcco\ery ol due^ of Water Work^ Department 
on account of water supplv it the Government servants who arc 
occupving Government residential buildines shall be made in ‘he 
manner the rent^ arc recovered in accordance with Rule 156 (I)*’ 

tr.D. Order No. V. 5(a) (10)FD/A/Ru1es/61 Dated 20.3-l'56U. 
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No. 23 

CHAPTER VIII 

Rule 156 (2) Page 77. 

Insert the following as Clarification below Note 2 under 
Rule 156(2);— 


Clarification. 

“Note 2 below Rule J56 of the General nnar.cial K. Aaount 
Rules provides that a department should normally clTect rceovery in cash 
of dues (other than the dues mentioned in Rule }'>6 ihul) from the 
Government servant wherever feasible If hov'cv'^r. the recoveries fall 
int(« arrears and the Govemrnent servant does not pay the dues regularh. 
a special request may be made to the Accountant General to elTect the 
recovery at source. Instances have come to the notKc of the Govern- 
ment where some departments have appro. - ’C«» the Atcouniant General 
for the recovery of Government dues at source on account of services 
rendered by such departments without t»rst asking tie Government 
servant for the payment on this account 

It is hereby impresbed on all concerned that whenever any depart- 
ment renders any service to a Government servant, the pavment should 
always he demanded in cash. In cases where a Government servant 
does not pay the (hies m cash, then only specific request should he made 
to the Accountant General.” 

(P.D Memo No F .^(a) (20) FD/A/Rij1cs/ 6), d-itcd 


No. 24 

CHAPTER Vn I 

.ViVil- ,'Jv? .TiJ. 

Insert the following as Govemrrenl of Rajasthan’s 
Decision below Note 1 under Rule 158; — 

Gi’vrr/imrrt of 

Note 1 below Rule 158 layx down that the salary to the cvtcnl of the 
f-rvi hundrcil rupees and one hiH of the remainder vh.i!l not he liable lo 
alt.ichmcnt. 

A cave has corre to the notice of the Government in which 
Garclled Government servant drew’ hi> monthly pay and allo\<a''.C'i in parts 
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in ortlcr to keep the amount drawn nelow Rs pV)/ thereby avoiding 
fulftlmcni of the court attachment ortter 

The matter has been examined in consultation Mth Law 
Department and it has been decided that tlie salary lor a certain month 
should be reckoned as salary h)r llic piirptwe of note (H below Rule 158 
ibkl referred to above even though the same may be drawn in parts” 

(FD. No 4262/F 1 (9) r/AA/58 P-II/FD Rules/ho. dated 2-I-I96I ) 


No. 25 

CHAPTER Vlir 

Rule 166(1) Page 83 

Subslitule the following for the existing Rule 166 (1): — 
“166(1) -Pay and other allowances claimed on behalf of a 
deceased Government Servant may be paid without the produc- 
tion of usual legal authority: — 

(i) to the extent of Rs 500''- under the orders of the 
officer responsible for the payment after such enquiry into 
the rights and title of the claimants as may be deemed 
sufficient, 

(ii) for the excess of Rs. 500/* under the orders of the 
Collectors on execution of an Indemnity Bond with such 
surities as he may require if he is satisfied of the right and 
title of tlie claimant and considers that undue delay and 
hardship would be caused by insisting on the production 
of letters of administration”. 

(F. D. Notification No. F. 6 (c) (2) FD 'A/R/61-III, dated 
14-6-1961). 


No. 26 

CHAPTER VIII 

Rule 175 Page 86 

Insert the follow'ingas “Note" belo\v Rule 175; — 

*<Votc'.— In the followire cases Ufo certificate ds contemplated in the 
above rule will not be insisted upon'— 

(i) when the leave sabry h ebimed in the same bill as the duty 
pay lor the period following that of leave salary; and 

(ii) when the leave sahrj i\ drawn after the report of resumption 

of dutv on the expiry of leave has been <cnt lo the Treasury 
OT ccr 


(F.D. Notification No F. 18 (a) (14) rT)/A/RuIcs/60. dated 3-10-1960) 
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No. 27 


CHAPTER Vni 


Page 87. 


Insert the following as instructions governing recoveries 
from Subsistence allowance at the end of Chapter VIII: — 


At present there is no provision in any rules or 
orders issued by the Government for the recovery of 
Government dues from the subsistence allowance granted 
to Government servant under suspension. The question 
of making such recoveries from the subsistence allowance 
has been under the consideration of the Government for 
some time past. The permissible deductions fall under 
two categories viz— (a) compulsory deductions, and (b) 
optional deductions. 

It has been decided that the recovery of the following 
deductions, which fall under category (a) above, should be 
enforced from the subsistence allowance:— 


(i) Income tax and Super tax (provided the employee’s 
yearly income calculated with reference to subsistence 
allowance is taxable!. 


(ii) House Rent and allied charges i e. electricity, 
water, furniture, etc. 

(iii) Repayment of loans and advances taken from 
Government at such rates as the head of the department 
deems it right to fix under Rule 380 of the General Finan- 
cial and' Account Rules. 

The deductions falling under category (b), which should 
not be made except with the Government servant’s written con- 
sent, are as under: — 

(a) Premia due on State Life Insurance Polides. 

(b) Amounts due to Co-operative Stores and Co- 
operative Credit Sodeties. 

(c) Refund of advances taken from General Provi- 
dent Fund. 

U has fvirthsr been dedded that the deductions of the 
following nature should not be made from the subsistence 
allowance: — 

(i) Subscription to a General Provident Fund. 

(ii) Amounts due on Court attachments. ; 
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(iii) Recovery of loss tc Government for which a 

Government servant is responsible. 

As regards recovery of over payments, there is no bar to 
effect the same from the subsistence allowance, but the compe- 
tent administrative authority will exercise discretion to decide, 
whether the recover}' should be held wholly in abeyance during 
the period of suspension or it should be effected at full or at 
'educed rate, depending on the circumstances of each case. 

Para 5 of Finance Department Memo. No 4184/F. 5 (20) 
FD/A/59, dated 3-10-60). 

Provides that there js no bar to effect the recovery of 
over-payments from the subsistence allowance, but the compe- 
tent administrative authority will exercise discretion to decide, 
whether the recovery should be held wholly in abeyance during 
the period of suspension, or it should be effected at full or at 
reduced rate, depending on the circumstances of each case. 

The question whether the provisions of Rule 148 of GF 
& AR should be made applicable to recoveries of over payments 
from the subsistence allowance of a Government servant under 
suspension has been considered and it has been decided, in partial 
modification of the said orders that Rule 148 ibid should apply 
by analogy in such cases and the recoveries of over payments 
falling under paragraph 5 of the aforesaid Memo, should not 
ordinarily be made at a rate greater than one-third of the gross 
amount of su^istence and other allowances admissible under 
Rule 54 of the R. S. R.” 

(F. D. Nos. F. 5 (20) FD/A/59. dated 3-10-1960 and 
2-1-1961). 


' " No. 28 

CHAPTER X 

Rule 197. Page <^-97. 

Insert the follow’ing as Government of Rajasthan’s 
Decision below Rule 197 : — 

Government of Rajoitfion's Decision. 

Under Para (2) of Rnte 197 tbe t-ecoad altemathc form in ca«es not 
Krt'cted by para (I) of the said rule is ret,uifed to be used and the certificate 
with the explanatory memorandum showing briefly but clearly the grounds 
on which the increment is claimed, is required to be submitted about one 
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month before the increment falls due to the Accountant Genera), who 
passes it and returns it after check. The increment can be drassn only 
on a certificate passed by the Accountant General. 

The matter ss'as examined and it has been decided that the pre-check 
by the Accountant General may be dispensed with. In future the incre- 
ment of a Government sers'ant may be drawn by the drassing officer m the 
salary bill without getting the form G.A. 92 pre-cbecked by the Account Mt 
General. A certificate in form GJt. 92 with the explanatory Memo, sho'xing 
briefy but clearly the groimds on which the increment is claimed, should, 
however, invariably be attached wth the bill in which the incremert is 
drawn. 

The drawing officer will ensure correct fixation of the dale of incre- 
ment and will be personally responsible for the cserpayments which may 
be made on this account. 

These orders apply to non-gazcltcd Government servants only 
(F.D. Memo No. F, 16{22) FD/A/Rules/59 Dated 31-3-1961). 


No. 29 

CHAPTER XI 

Rule 216'A Page 106 

Insert the following as Rule 216*A : — 

“216(A). Contingent Bills preferring claims for rents, 
electricity and other connected charges incurred on account 
of the hire of private buildings by the Government for 
accommodation of Government offices should be accom- 
panied by the following certificates signed by the disburs- 
ing Officer: — 

‘Certified that the amount on account of rent, rates and 
taxes included in this Bill has actually been paid to the parties 
concerned and that — 

(i) no portion of the building for which the expenditure 

was incurred was utilised for residential or other 
purposes during the period the charges were paid. 

(ii) the expenditure in respect of the portion of the 
building used for residential or other purposes during 
the penod for whicb the charges were paid, has been 
recovered from the undermentioned Government 

, Servants from whom it was due”. 
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The above certificate will be recorded when the payment 
on this account was originally arranged! by the Drawing and 
Disbursing Officer from his own imprest In cases where the 
imprest amount held by Drawing and Disbursing Officers is less 
than the monthly rate of contingent expenditure on this account, 
the following certificate should be furnished : — 

‘Certified that the amount drawn on account of rent, rates 

and taxes etc., in the previous contingent bill No 

dated has actually been paid to the parties 

concerned and that — 

(i) no portion of the building for which the expenditure 

was incurred was utilis^ for residential or other 
purposes during the period the charges were paid. 

(ii) the amount dra\vn in this bill will be paid to the par- 
ties on realisation from the undermentioned Govern- 
ment servants in respect of the portion of the building 
used for residential or other purposes.’ 

(F, D. Notification No. F. 5 (a) (8) FD/A/(Rule5/61, 
dated 28-4-1961). 


No.^30 

CHAPl'ER XI 

Rule 226 (2) Page 110 

In the third line of Rule 226 (2), the following shall be 
inserted: — 

(i) Add the word "simultaneously” after the words “advice 

(in G.A. 106)” and before the word "to”. 

(ii) Add the words "and the Bank” after the words 
"Treasury Officer” and before the word “concemwl”. 

(f- Notification No. F. 15 (a) (7) ED/A/Rules/61, 
dated 31-3-1961), 
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No. 31 

CHAPTER XI 

Rule 232 Page 122 

Annexure “A” 

The following shall be inserted after the sentence ending 
with “10th of that month” appearing in line 12 of para 1 of 
Annexure “A” : — 

“The countersigning officer should transmit the 
detailed bills to the audit office as soon as possible and 
in any case within 15 days from the date of receipt of 
the bill in his 

(F. D. Order No. F. 5 (a) (9) FD/A/(Rules /61, dated 
28-4-1961). 


No. 32 

CHAPTER XI 

Rule 232 Page 122 

Annexure “A”. 

Insert the following as Government of Rajasthan’s 
Decision below Annexure “A”: — 

Government of Rajaitlim’s Decision. 

According to Annexure “A” to Rule 232 the Drawing OfRcers who 
are authorised to draw monc>'5 on A.C Bills are required to certify on each 
A.C Bill presented for payment after the 10th of each month that the 
monthly detailed bill for abstract bills drawn in the previous month has 
been submitted to the Controlling Officer for countersignatures. Instance' 
have come to the jtjorir-p of tbr Cpyexnmcnl whejtp avA'dahle if^bys have 
occurred in the offices of countersigning authorities and consequent dcla>c<l 
submission of DC. Bills to the Accountant General’s Office This results 
in non-adjustment of accounts for a pretty long time 

With a view to avoid delays in the submission ef deLailed bills to 
the Accountant General’s office it has been decided that in future the 
controlling officer should transmit the detailed bills to the audit office as 
swn as possible hut not later than 15 days from the da'e of receipt of 
bill in his office. 

(FD. Circular No. F. 5(a) (9) rD/A/RuIes/61 Dated 24-:-1961). 
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No. 33 

CHAPTER-XI 

Rule 232 Page 122. 

Annexure “A”. 

Add the following in column No. 3 against item No. 3 
“Famine Relief Department”: — 

“and payments made for the purchase of fodder 
transportation charges, purchase of petrol and other pur- 
chases relating to the grass and fodder depots, established 
in connection with emigration of cattle,” 

(F. D. Order No. F, 18 (a) (15) FD/A/Rules/60, dated 
5-11-1960). 


No. 34 

CHAPTER XI 

Rule 232 Page 123 

Annexure “A”. 

Insert the following as item No. 15: — 

“15. District Electoral Officers . — For petty contin- 
gent payments by the Polling Parties in connection with 
Election or Bye-Election in a (Constituency. Amojnt can 
be drawn from treasury in one lump subject to following 
limits: — 

In the case of — 

(i) Single member Assembly constituency up to 
a limit of Rs. 2000/- for each election/Bye-election. 

(li) Double member Assembly constituency up to 
a limit of Rs, 4,000/- for each Election/Bye-election. 

(iii) Single Member House of the People consti- 
tuent up to a limit of Rs. 16,000/- for each 
Election/Bye-election. and 


(iv) Double Member House of the People Cons- 
tituency up to a limit of Rs. 32,000/- for each election/ 
Bye-election.” 


23^1 W (57) FD/A,/Ru!es/60, dated 



21 


No. 35 

CHAPTER XI 

Rule 232 
Ancexure "A”. 


Page 123 


Insert the following as item No. 16;— 

“16. Rajaxthan State Roadways . — Expenditure in 
connection with purchase of stores and incidental expenses 
thereon in cases in which advance payment to suppliers 
IS a necessar}' condition for delivery of goods ” 

(F. D. Notification No. F. (18) (a) (57) FD/A Ru)es/60. 
dated 20-4-1961). , 


No. 3*6 

CHAPTER XU 

Rule 252 Page 125 

Add the words “livestock and” after the word “also” 
. occurring in fifth line of “Note” below Rule 252; — 

(F. D. Notification No. 3159. F. 1 (9) F/AA'59 Pt II, dated 
18-8-1960). 


No. 37 

CHAPTER Xn 

Rule 276 Page 132 

Insert the following as ‘T'Jote” below Rule 276;-- 

“Nofc- -The procedure for the disposal and wrltin*! o(T cf losses, of 
obsolete unserviceable or surplus stores articles has been 
laid down in Appendix XIX.” 


<T. D. Notification No. F. 18 fa) (2) FD/A 'Rules '60, dated 
31-5-61). 
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No. 38 

CHAPTER XII 

Rule 269 Pag® 134 

Annexure “A”. 

Make the following amendments: — 

(i) In item (b) under rule 5, the words “including 
measurement by volume” may be inserted in place of 
the words “(Yard, Foot or Inch)", and in item tc) the 
bracket and words after the word “weight” may be 
deleted. 

(ii) The following sentence may be added at the end 
of rule 6: — 

“Maximum permissible limit for such shortages 
in respect of stores liable to evaporation shall be 
fixed) by Government.” 

(F, D. Order No. D. 6525/59. F, I (9) F/AA/S9, Pt. U, dated 
18*8.1960.) 


No. 39 

CHAPTER XIV 


Rule 308 


Page 149 


Insert the following as Government of Rajasthan’s deci- 
.sion below Rule 308. 

Ga\ernment of Ra'iastlian's Decision. 

“Rule 30S of General Financial & Account Rules,,:’/®'^ 
tlcm-n lhat unless it is otherwise ordered by Oo%emme'^ .vL.s. r* t,-* 
he spent upon the object within a reasonable timC''* 
been fixed by the sanctioning authority”. ' 

2. A question has been raised as to F’''' tMt^h'^ev 

time” should be interpreted in actual p^^hce It is dec: 
pression should ordiiirily be inteiT^twJ to "lean ^ ei JS liav 

date of the issue of the letter swctioning the grant . Tb“S, «an^ mav 
be sanctioned to meet the requW»ents of a year e\en extending be>onci 
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the financial year, but as provided in Rule 306 (2) of the General 
Financial &. Account Rules only '"o much of the grant shfuld be paid 
dunng the financial jear as is likelj to be expended dunng that \ear 
The amount remaining unspent at the end of the \ear in vuch cases need 
not be refunded at the clo^e of the financial >ear In such cases, the 
sanctions should be so drafted that they may not lapse at the cktsc of 
the financial year in terms of this Department Circular No D 39°? F 
1 (32)/F/AA/54-Pt 1, dafed the 16th June, 195S (reprcduccd below) 
Hov-ever, immediately on the expiry of the period ot one year Irom the 
date of the sanction, any unspent balance thereof should be duly 
surrendered to Government as required under Rule tos (2) cf the Genera' 
Financial & Account Rules In respect of sanctions winch require the 
grant to be utilised dunng a financial year, the unspent balance iherccf 
should nevertheless be duly surrendered to Government at the end of the 
financial year or may be adjusted by the sanctioning authority against 
the next year’s grant, if any. 


3. In the case of small instuutions which are cntirelv/mamly fed 
by recurring grants-in-aid from Government, it is possible that, despite 
the above liberalisation, they may have utilised the entire grant by the 
close of a financial year. In that case, such institutions would not have 
sufficient funds to cover their expenses in the beginning of the next 
luiancial year pending the receipt of fresh grants. In order to mitigate 
hardships to such insiituti< 3 ns due to delay in payment of fresh 
grants-in>aid to such institutions may be paid during a financial year, if 
necessary, in three instalments in the manner indicated below:— 


(i) The first instalment may be paid in the month of April. 


(ii) The scccjnd instalment may be paid in the month of August. 


(iii) The final instalment may bo sanctioned in the month of 
December or later to cover the expenses of the rest of the 
financial year. 


During this financial year, payment of grants m»' 
instalments i.o. in the months of August and Decen^"’^' 


The requirement ot obtaining 

provided for in Rule 306 (3) of the ccneral Financial and Account Rules. 
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need not he insisted npon for sanctioning the first t.vo instaln'.ents, if the 
statements are not ready. However, such statements of accounts in 
respect of the previous financiai }ear, unless the mstituticn concenied 
has been specifically exempted from furnishing them, should be obtained 
b^CTC sanctioning the final instalment as laid down in Rule 306 (3) ibid. 

4. A few examples are given below to illustrate the procedure 
outlined in paragraphs 2 and 3 of this Memo: — 


Amount of Amcunt Dateon Unspent The manner m which 

Recurring sanctioned which ba'anoe mstalmente of tho 

grant-in- for the the grant- at the grant-in- .aid are to bo 
aid B.inc* year in-aid was close paid daring the year 
tioncd per 1960-61 sanction- of the 19G0-61 
year to a ed for the finan- 

particular year ci.al year 

institution 1960-61 1960-61 



Rs Ra. Ra. 

(1) 12000 12000 l«r»60 Nil Inttaiment in April. — 

Rp. 4000/.cari be paid for 
the expenses for the 
months April, May, June 
t July. 

hitiahntnt in Avgiiit . — 
Ri. 4000/- can bo paid 
ior the expenses 
for the months Augusts 
September, October &■ 
Kovember. 

Jnftolmtnl in December. 
Ra. 4000/- can be paid for 
meeting the expenses for 
the rcBt of the financial 
yojr. 

12) 12000 1 2000 U9-60 1000 Instalment in April — 

Rs. 3000/-can bo paid for 
tho expenses uptojuly. 

/nJlafmenl in August . — 
Rb. 4000/-can be paid for 
the expenses Upto Nov- 
ember. 




2D 


12 3 4 .I 

Inst"l>itenl in Dectmher — 
4000/ tan be paid fw 
meeting the espen=c8 far 
the rest of the financial 
year. 

i« April — 
Bb. 100(’/-efln be pa d for 
the oxpcnscK lip to July, ns 
the unsp'nt babmcc of Bb. 
SOOO/'is n%ail bio 
/n<{aifnen( m August . — 
Rs 40C0'-can br paid 
for the expenses up to 
Noveir.b' r. 

Instalment *»i December . — 
Us 401 0/-can bo pull for 
the rest of the financial year 

5. The procedure outlined in the foregoing paragraphs will apply 
orJ)f to the Institutions which arc entirely/marnly fed by recurring grant- 
>D-aid from Government. Where any other procedure prescribed In 
consultation with the Finance Department is in vogue and Is working 
satisfactofilv, the procedure outlined in the preceding paragrapbe need 
not be Invoked." 

(F. D. Memo. No. F. 5 (a) (28) FD/A/KuIes/61, Hated 
28'8.1961). 


Copy of the circular No. D 3997/F. 1 (32) F (AA) 54. Pt-I, 
dated 16-6-1958. 

A reference is invited to Rule 53 of General Financial 
and Account Rules according to which a sanction for any fresh 
charge which has not been acted on for a year must be held 
to have lapsed, unless it is specifically renewed. Doubts have 
been expressed whether a sanction in which there is speciGc 
provision that the expenditure should be met from the provision 
of the specified financial year remains operative for a period of 
one year from the close of the financial year and what would be 
criteria to be adopted for determining whether a sanction has 
been acted upon within one year of its issue. In clarification of 
the position, it has been decided that when there is a specific 
provision in the sanction for any fresh charge that the expen- 
diture would be met from the budget provision of the financial 
year ^ch sanction will lapse on the expiry of the particular 
financial year. The period of one year should be calculated 
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froir the date of the issue of the sanction and that the sanction 
should be considered to have been acted on if payment is whole 
or in part has been made in pursuance of the sanction within 
twelve months from the date of its issue. In cases in which 
part payment has been made wifhrn the stipulated period, the 
subsequent payment of the balance may, subject to the existence 
of budget provision, be made without a fresh expenditure 
sanction- The bill for the subsequent payment, besides, con- 
taining a reference to this expenditure sanction should also 
contain a reference to the number and date of the voucher under 
which the first payment was made. 


No. 40 

CHAPTER XVII 

Rule 377 Page 178 

Insert the following as Note. (2) by numbering the exist- 
ing Note as No. (1) under rule 377 : — 

"Sotc ?-~Temporar> Government servants may be alIo^^ed the following 
t>pes of advances in accordance with the terms of these roles 
• on furnishing surely bond from a pennanent Gcf-emment 

servant. The form of bond is given b Annexure *‘B’' to this 
Chapter. 

(i) Advances for purchase of Cycle under Rule 382A. 

(ii) Advance on transfer under role 411. 

(ill) Advance on tour under rule 412." 

(F. D. Order No. F. 18 (a) (54) FD/A/Rules/60, dated 
2-1-1961). 

r No. 41 

CHAPTER XVn 

Rule 383 Pago 181 

, Substitute the following for the existing Rule 383 : — 

‘‘383. The total amount to be advanced to a Govern- 
ment serx'ant shall be 18 months’ pay or Rs. 15,000/- or 
the cost of the car whichever is less. If the advance 
taken is more than the actual price paid, the balance shall 
be refunded to the Government.” 


(F. D. Notification No. F. 7 (e) (3) FD/ A/Rules/60, dated 
10-8-1960). 



No. 42 

CHAPTER XVII 


Page 182 


Rule 384 

Make the following amendments: — 

I. The words “seventy two” may be substituted for the 

word “sixty” occurring in the second line of Rule 384. 

II. Insert the following as “Note” under Administra- 
tive Instructions No. Tl, before Rule 384 : — 

"Note : — Advance for the purchase of Motor C>cle may be granted 
to a Go\‘erament sen-ant whose pay is not less than Rs 
200.00 p.m. and in whose case it is certified by the Head 
of office that the possession of this conveyance will add 
to the cfEciency of the Gosemment servant ” 

(F. D. Nos. F. 7 (e) (3) FD/A/Rules/60, dated 10-8-1960 and T 5 (2) 
FD/A/59, dated 7-9-1960 respectively). 


No. 43 

CHAPTER XVII 

Rule 384 Page 182 

Insert the following as new Administrative Instruction 
No. IV under Rule 384: — 

“IV. Ads-ance for the purchase of Camel should be limited to 
10 months’ pay or Rs. 600/- or the cost of Camel whichever is 
less. The ad\-ance will be recoverable in 60 monthly in.^taknenU. 

The advance shall be admissible to permanent pensionable 
employees only.” 

(F. D. Order No. F. 5 (2) FD/A/59. dated 2-M961). 


No. 44 

CHAPTER XVII 

Rule 394 Page 185 

, . figures may be substituted for the figures "6%" in line 
3 of Note below Rule 394;— 

(F. D. Order No. F. 5 (a) (19) FD/A/Rule^/6I, 'dated 
dO'v-1961). 
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No. 45 

CHAPTER XVII 

Rules*)? Pa^,c 187 

Insert the following as “EAception” below Rule 397 (1):- * 
-t/f atbatice equal to 30 month’s pay may be 
ijrar.ted lor the construuti n of ,i house to a 
f»o\emment sarsanl whos: pa> at the time of 
ariolication does nol CTcecl Rs 3(X)/- pin " 

D NoiiiiLution No. F. 7 <c) (1) FD R 58. dated 

2-l-196i) 

) 

No. 4f> 

CHAPTER XVII 

Rule 399 Page 188 

Suhtitute the \so:ds “application" for the word "sanction" 
(LXttmng In line 3 of the 'Txccption" appearing Nikw Rule 399:— 

IF. n. NoiifKntion No. F. 7 <c) (I) FD/R/58, dated 


No 47 

CHAPTER XVII 


Rule 399 .. Page 189 

Substitute the followinc for the existing Note 3 under 
Rule 399;— 



20 


vrithin a period of 12 years during the remaining period of hi' 
smrce. provided he agrees to the incorporation ri n siutahle 
cJacae In the prescribed agreement i*. Mortgage Deed to the efTect 
tliat the Government shall be entitled to recover the balance oi 
the said advance with interest remaining unpaid at the time of hi? 
retirement or death proceding retirement from the whole »r aiv. 
specified part of the gratullyAwnus and special contribution' ihjt 
inaj be sanctioned or payable to him *’ 

(F. D. Notification No. F. 7 (c) (!) FD/R ^8 dated 
3-10-1960). 


No. 48 

CHAPTER XVII 

Rule 400 (2) Pace 190 

Substituted the word “mortgagor” for the word 
‘'mortgagee" occurring in line 2 of rule 400 (2):— 

(F. D. Corrigendum No. F. 5 <I8) FD 'A Rules '59 dated 

15 - 7 - 1960 ). 


No. 49 

CHAPTER XVII 

Rule 409 Pace 194 

Insert the following as Govemmenl of Rajasthan's 
Instructions below Rule 409: — 

Ck)\ern/nfnt of Rojastlian’s InstriicVor, z 
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the Oeneral Fia'indal & Accctint Rute:» It shoulU be ensured by 
the Banctlo'Jirig auttonties that person requesting for the mnt 
of advance has opted to remain Governmet\t servant and his 
option has been accepted by the competent aothority 

(3) The application for advance will be submitted to the 
sanctioning authority through the Secrelar;, Zila ParlehadN or 
Vikas Adhilcaris of the Panchayat Samiti<> as the ctse may be 

(3) The sanctioning authorities will Naaction ihe adsance on 
receipt of a certificate availability of funds from the Aa.ouot.int 
General. 

(4) Sanctioning authorities will communicate the sanctions to 
the concerned Secretary Zila Parishad or Vlkcs Adhikari of 
Panchayat &miti. aa the case may be. with a iop> to District 
Development Officer concerned 

(5) The amount will be drawn b> the Secretary or ViLaa 
Adbikari from the Treasury after the bill has been cnuntersigned 
by the District Development Officer 

(6) The amount drawn from the Treasury will be uccoimtcd 
for in the cash book maintained In the ofl'ce of Zila ParKhads/ 
Panchayat Samitls. 

(7) A stamped receipt will be taken from the payee after the 
amount has been disbursed and forward the same to the sanctioning: 
aothority by tho Paochayat Samitl/Zila Pjrishnds through District 
Development Officer concerned. 

(8) Necessary documents regarding mortgaging of house and 
conveyance will also be got executed Iw the sanctioning authority 
and the deed retained in the offce of the sanctioning authority 

f9) The Secretary. Zila Parishad' or \'ikav Adhikan. 
PaiKhayat ^niitis will be responsible for the recovery of the 
advance and will ensure that the amount of instalments, as fixed 
by the sanctioning authority, is tinKly deducted from the pay BUI 
of the Govemmenl scrwint concerned. The advance will be 
recovered by these officers from the salary bills of the employees 
and credited Into the treasury by means of a cheque under the 
appropriate head The cheque should .'>ccon panv a detailed 
statement of recovery in the form (enclosed) Tlie Treasury Officer 
will ensure that Ihr-e statements are invariably attached with the 
cash recovery urhcdole and sent to the Accountant General with 
the monthly accounts 

(10) In case an employee reverts to Rajavthjn Government 
service, the amount oul-vtandmg and the nte of reerrve^ of 
iastalmcnt of advance shall be shown in the Last Pay Certificate 
issued to the Government servant. 

01) The Secretary, Zila Parishadv or V'ikas Adhikart 
Panchayat Samitis will prepare a monthly return in the encicwed 
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form and send it to the saoctiooing authorils. Lach sanctioning 
aitUiorUv prqxire a consolidated monthly ictum in an 

Kicloscd Jorai and send it to the Accountant General by 2()lh ot 
the follovrloj month. 

IF. D Order No. D 5265/1 7 (e> (2) f D/A/Rules/eo. dated 
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r- 50 

CHA'rER XVII 

Anncxurc ‘T -00 

tan the fnlowing ax Annexure “B”. 

ANNEXURE “B” 

(See Note 2 below Rule 377) 

KNOW ALL MEN BY THESE PRESENTS that I 

son of 

resident of — in the District of — ~ 

at present cninloyed as a permanent ; 

— (hereinafter called “the surely ) 

am held and firmly bound unto the Governor of Rajasthan 
(hereinafter called “the Government” which expression shall 
include his successors and assigns) in the sum of Rs. — - 

(Rupees only) to be paid to the Govern- 

ment lor which payment to be well and truly made. I hereby 
bind myself, my heirs, c.xecutors. administrators and represen- 
tative firmlv by th«e presents. As witness my hand this 

day of one thousand nine hundred 

and sixty 

WHEREAS son of 

a resident of in the District of 

at present employed as a temporary — - — in the 

(hereinafter called “the Borrower”) 

has, at his own request, been granted by the Government 

Advance of Rs. (Rupees 

only for AND WHEREAS the Borrower 

has undertaken to repay the said amount in 

equal monthly instalments. AND WHEREAS jn consideration 
of the Go\cmmcnl having agreed to grant the aforesaid advance 
to the Borrower the Surely has agreed to execute the above bond 
with such condition as hereunder is written. 

NOW THE CONDITION OF THE OBLIGATION is 
such that if the said Borrower shall, while employed in the said 

duly and regularly pay or cause 

to be paid to the Gosrmment the amount of the aforesaid 
advance owing to the Government by instalments until the said 

turn of Rs. — ^ — (Rupees- ) only sliall be 

duly paid, then this bond shall be sold otherwise the same shall 
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be and remain in full force and virtue. BUT SO NEVERTHE- 
LESS that if the Borrower shall die or become insolvent or at 
any time cease to be in the service of the Government, the whole 

or so much of the said principal sum of Rs. (Rupees 

) only be recoverable from the Surety 

in one instalment by virtue of this bond. 

The obligation undertaken by the Surety shall not be 
discharged or in any way affected by an extension of time or 
any other indulgence granted by the Government to the said 
Borrower. 

The Government have agreed to bear the stamp duty, 
if any, for this document. 


Signed and delivered by the 

said 

at -this 

\hy of m 

Signature, 
address and 
occupation of the 
tviincsscs. 


(Signature of Surety) 

(Designation) 

Oflice to which 

attached 

In the presence of— 


2 . 


(F. D. Order No. P. 18 (a) (54) FD/A/Rules/60, dated 
2-M%l). 


No, 51 

CHAPTER XVIII 

Rule 419 Page 203 

In Rule 419, llic existing item No. (\i) shall be marked 
as (vj) (a) and after it, the following shall be added sub-item 
(b);- 

l’»om C iidition. 

10 y<.\r Ttf.vury S*Tinp< Tup < I'lotild b • jwtpp- 

Cprtincate«. t^dat ihfir juirrpr.dpr 

(F. D. Notification No. F. 18 (a) (49) FD/A/Rulc6/60, 
dated 31-3-61). 
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No. 52 

CHAPTER XIX 

Annexure Page 237 

(I) Delete item Nos. 5, 6, 7 and 12 of Annexure appearing 
at the end of section III (Direction regulating inter-department 
transfers) of Chapter 19 of G.F. & A.R. (4th Edition). 

(F. D. Notification No. F. 18 (a) (9) FD/ A/Rules/60, 
dated 24-8-1960). 


No. 53 

CHAPTER XIX 

Annexure ' Page 237 

Insert the following as items 18. 19, 20 and 21 in Annexure 
to Rule 475:— 

18. Furniture making Centre at Jaipur. 

19. Carding & Finishing Centre (Wool) at Bikanftr. 

20. Salt Sources at Deedwana and Panchbadra. 

21. State Insurance Department, Rajasthan. 

(F. D. Notifications No. F, 18 (a) (9) FD/A/RuIes/60, 
dated 2-1-1961, 30-5-1951 and 12.S-1961>. 


No. 54 
APPENDIX I 

I Rule 2 Page 242 

Insert the following new definition In Rule 2: — 

(m) “Treasury Officer” means an officer appointed to act as 
Treasury Officer in respect of a District Treasury and includes 
an Assistant Treasurj- Officer In respect of such functions of the 
Treasury Officer as may be assigned to him by Government or by 
the Collector of the Ehstrict.” 

(F. D. Notification No. F. 18 (b) (3) FD/A(RuIes)/60, dated 
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No. 55 

APPENDIX I Page 243. 

Substitute the words “Payment of monej’S into the Consolidated 
Fund and Public Account of the State” for the words “Payment of Revenues 
of the State into the Government Account” in the heading of section V of 
the Rajasthan Treasury Rules appearing as Appendix I of the G. F & A. 
Rules. 


(F.D. Notification No. F. 18 (a) (52) FD-A (Rules) 60, dated 24-1-61 ) 


No. 56 
APPENDIX I 

Rule 7 Page 244. 

Insert the following as Government of Rajasthan’s Instruction below 
Rule 7:— 


Government of Rajanhan’s Instruction. 

“Rule 7 of the Rajasthan Treasury Rules la>s down utter alia that all 
monejs received hv Government servants in their official capacity on 
account of the revenues of the Stale, shall without undue delay be paid in 
full into a Treasury or Into the Bank and shall be included in the Consoli' 
dated Fuad and/or Public Account of the State. A specific time limit 
within which all Government servants who receive money in their official 
capacity should credit (he money into the Government Treasury has not, 
however, been so far prescribed. After careful consideration. Government 
is pleased to direct that as far as possible the money received by a Govern- 
ment servant in his official capacity should be credited into the 
Treasury or Bank within the next two working days. 

2. If the circumstances in which moneys arc received on behalf of 
Government are such that it is not practical to observe the limit of two 
working days. Government is pleased to direct that the Heads of Depart- 
ments, may, in such cases, by specific order for special reasons to be recorded 
in the order extend the time within which the monejs received by the 
officiab under them in their official capacity, should be credited into the 
Treasury up to a maximum of 5 working days of receipt of such moneys. 
Unless the time limit is so extended by a specific order by the Head of the 
Department, the limit prescribed in the preceding paragraph, viz., two 
working days would operate. 

3. It should be clearly understood that the limits indicated above 
are maximum limits. Mori should, however, be made to pay the moneys 
into the Government Treasury within as short a time as possible within 
these limits. 

A reference is invited to Finance Department Circular Memo, 
dated 22-8-1960, under which it was laid down that the money received 
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by a Government servant in bis official capacity should, as far as possible, 
be credited into Treasury or Bank within the next two working days 
unless the period is extended by the Head of Department, for special 
reasons upto a maximum of five working days. 


It has been reported by some Heads of Departments that the 
departmental officers under their control are experiencing difficulty in 
aeffiering to the time limit. The matter has been reconsidered and in 
partial modification of the aforesaid order, it js ordered that — 


(1) At places where there are no Treasuries or Sub-Treasuries, 
money should be credited by the departmental officers into the 
nearest Treasuries or Sub-Treasuries within the riext five noikins 
days or as soon as the receipt exceeds Rs 200/- whichever is 
earlier. 

(2) At places where there are Treasuries or Sub-Treasuries, 
money should be deposited into the Treasury within the next 
three working days or as soon as the receipt exceeds Rs. 50/* 
whichever is earlier.” 

(F.D, Memo. No. D. 3[31/F. 18(b)(5) FD/A7RuIes/60, dated 224-CO 
and 6-6-61. 


No. 57 

APPENDIX I 

Rule 7 (2) Page 244. 

Insert the following as sub-paras (h) , (i) and (j) : — 

*‘{h) In the case of moneys received on account of servants 
gratuities in the Circuit Houses and State Hotel and utilised for 
disbursement amongst the sta/T’. 

“(i) In the case of moneys received by the Rajasthan State 
Roadways and utilised in meeting claims for the refund of fares 
Under departmental regulations”. 

“G) In the case of cash received by the Public Works Depart- 
ment and utilised temporarily for current works expendijure.” 

(FT). Notification Nos. F. 18 (a) (58) FD/A/Ruks/60, dated 9-12-60, 
F. 18 (a) (58) FD/A/Rules/60 dated 11-2-1961, and F. 5 (1) (I6)FD/A/ 
Rules/61, dated 1-5-61 respectively). 
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No. 58 
APPENDIX I 


Page 244. 


Substitute the following for the easting Rule 8:— 

“8. Moneys received by or dejiosited with — 

(a) any officer employed m connection with the affairs of the 
State in his official capacity as such, other than revenues or public 
moneys raised or received by the State Government, or 

(b) by any court within the State to the credit of any cause, 
matter, account or persons; 

shall be paid into the Public Account of the State. If any question arises 
whether moneys arc or are not moneys relating to or forming part of the 
Public Account of the State, the question shall be referred to Government 
whose dedsion shall be final”. 

(F, D. Notification No. F. 18 (a) (52) FD/A/Rules/60, dat»l 

24-1-1961). 


No. 59 

APPENDIX I 

Rule 27:— Page 247 

Delete the last sentence beginning with the word “withdrawals” and 
ending with the words “Government servants” appearing in lines 6-8 of 
Note 3 under Rule 27. 

(F. D. Notification No. F. 5 (b) (5) FD/A/Rules/6I, dated 20-4-1961). 


No. 60 
APPENDIX I 

Rule 27 Page 247 

Irsert the following as Government of Rajasthan’s Instruction below 
Rule 27:— 

G<nernnent of Rajaukan's /nstruction. 

Attention is invited to Hnance Department Notification of even 
number and date under which Note No. 3 below Rule 27 has been 
amended. The District Collector may now exercise powers under rule 
27 of the Rajasthan Treasury Rules to authorise the Treasury Officer to 
pass, in anticipation of Accountant General’s authority, the pay bill of a 
Gazetted Officer. “Ordinarily, authorisation for pajment of salary should 
not be for a period exceeding three months. Prior to making payment 
bejond three months, the facts of the case should be brought to the notice 
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No. 62 

APPENDIX ni 


Page 257. 


Delete “Principal, Accounts Trainine School. Jaipur” appcanng at 
, No. 37 in List ‘B’ of Appendix III of G. F. & A. R. 

(F.D. Order No. F. 1 (86) F (AA) 59, dated 12th August, 1961) 


No. 63 

APPENDIX IV 


Page 260 


Make the following amendinenif.-- 

(A) In Appendix IV (II-Delegat.on of Financial Powers) of the 
said rules— 

1. Item No. •<.— After inserting comma (,) after the word Govern 

lent’ in column 3, the word ‘Collectors may be added. 

2 Item No. 6 (6).-The words ’All Collectors’ 
jr towords ‘Divisional Commissioners occurring in column 3 

3. Item No. «.-Entries in columns 3 and 4 shall be substituted by 
be following:- 


•‘(2) Collectors to whom 
funds are p-ovidcd 


Full powc-? subject to tho 
condition that pdvsV'^o fo' 
house building shou d be* 
K-.nctionod by the Collector 
of the Diitrat ,n which the 
house IS to be constructed/ 
rcpiirod. 

, 4. irem No 

nent in column 3, against entry wo i }• 
idded. 

5. , ire, 11 No. 2d. -In columns 4 apind '^o.^'\SjtriSlcd 
Commissioners and may be deleted ana c ry v 

jy the following; — 

“(ii) Cllectors '-P'.nKs S.™"/- 

ne.idsofDiT-.rlmmts iiptoRs 1 ,C 00 /- in v .ri, 

other than Chaii I. 

6. Item No. 27.-Entry (b) of snb-item (1) in column 3 may be 
sutviitutcd by the following; — 

“Heads of Departments Oass I and Collectors . 
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Entry (c) of sub-item (2) in column 3 may be substituted by the 

following:— 

“Heads of Departments Class I and Collectors”. 

The entry (b) of sub-item (3) in column 3 may be substituted by the 
following: — 

“Heads of Departments Qass I and Collectors”. 

7. Item No. 30— Tlie worth *‘ard Collectors” may be added after 
the words 'Head of Department Class I’ m column 3. 

8. Item No. 31 ( r’unms 3 and 4 may be substituted by the 

following; — 

"Bo.'ird of Revenue Up to Rs COO/- m each case. 

Collectors. Up to Rs. 100/- in each case. 

9. The followinj shall be added as item No. 37 in the said 
appendix: — 


B. Mo. Nflturo of Pow er. 


To whom 
delogctcd 


Extent of power. 


37 (1) To ‘sanction remh^ion Collectors, 
of land revenue due to 
causes other than Board of 
inclemencies of w eathcr. Revenue. 

(2) To sanction irame- Collector, 
diatc remission of 
Land revenue duo to Board of 
the locust, or hail or Revenue, 
any other natural 
calamities such as 
cold blast. 

(GA.D. Ordtr No. F. 2 (39)/GA/A/52 dated 28-12-1954 may bo 
treated to have been superseded). 

(B) In Armexure ’A’ of Appendix VIII of the said rules— 

1. Item No. 9.— Entry No. 2 in column 3 may be substituted by the 
following: — 


UptoRs. SOO/- 111 each 
ease 

UptoRs. 1.000/- in 
e.ach cas«.” 

UptoRs. B.OOO/* per 
harvest p'r district. 
Up to Rs. 10.000/-per 
harvest per district. 


“2. Chances for demurrage should not ordinarily arise If m 
any case a Class I Head of a Department or Collector is satisfi^ 
that the amount payable is unavoidable, he sanclmn P-^i^ent 
up to Rs 301/- in each case. All others (i) Heads of Departments 
(u) OfTicers of and above the latik of a D.dnct OfTicer may sanction 
payment up to Rs. lOO/- and 50/- respectively in each case. 
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2. Item 'No. 18 . — ^The foUowin" sentence shall be added at the end 
of para 1 in column 3: — 

“Collectors are also competent to sanction the purchase if the 
cost of a \ehicle does not exceed Rs. 15,000/-”. 

3. Item No. 22 . — Entry No. (2) against sub-item (i) (a) in column 
2, may be substituted by the following. — 

“Heads of Departments and Collectors — Rs. 200/-”. 

4. Item No. 29 — After insertirg comma (.) after the v-ord ‘Govern- 
ment’, the v-ord ‘Collectors’ may be added in column 3 

(F.D. Order No. F. 6 (C) (2) F.D./A/R/6I-IV. dated 14-6-61. 
30-6-61 and 18th Sept, 1961). 


No 64 

APPENDIX IV 

Item 21. Page 265. 

Substitute the following for the existing item No. 21 of Appendix-— 


S.No. Nfture of Power. Extent of Power delegated 


21, To direct th; paymrnl on the last Fall Powers to Heads of 
worlfog day (4 a month, the pay Departments, 
and atlowacL'-t s of Governin' nt 
servants other than those of 
GaKctted Government scfranl®, if 
the firit three days of following 
month ore public holidays on which 
pay and allowances are not dii- 
tiureed at the treasury. 


(F.D Notification No. F. 18 (a) (60) FD/A/Rules/60, dated 2-1-1961). 


No. 65 

APPENDIX IV 


Page 269 

hfakc the following amendments: — 

(1) Serial number 29 may be deleted. 

(2) Serial number 27 shall be substituted by the foIJoniflg; — 
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Mature of power. Avlhorily. 


Exlent. 


"27— To sanction wilte 
ofTof losses— 

(1) InecoTcrable loss 
ol stores or public 
money. 


(b) Heads of Up to Hs 1,000'. as in (a) 
Deptta, Class I andKa. £00/- above 

&nd Colleotors. 

(c) Heads of Doptt. Up to Rs. 600/- »• in (*) 

other than Class r and Rs. 260/-) aboae. 


(a) Adm. Ueptt. Up to Rs. 6,000/- in each case 
(for losses of stores not due to 
theft, fraud, or negligence), 
Up to Ra. 2,000/-(in other cates). 


(2) I/58ses of Revenue (a) Rovenue M Up to R«. 6,000/- in each 

01 Irrecoverable E.i.T. Depart- case. 

Loans and Ad- menti. 

vancca. 

(b) Other Deptts. Up to Rs. 2,000/- -do- 
of the Govt. 

(c) Heads of Up to Ri. 1,000/. -do- 
Oeptt. Class T 

(d) Collectors. Up to Ri. 250/- -do- 

(3) Deficiencies, dep- (a) Adm. DepU. Up to Rt. 10,000/- Per an- 

rcciation in the num at 

value of stores the time 

included in of revaU 

the Stock and nation of 

other accounts. ttock. 


(b) Heads of Up to Rt. B009{- 
Deptts Class 
I and Collectors. 

(e) Heads of Up to Bi. I.OOO/- 
Deptts other than 
Cbss I 

/.—These powen v.ill be exercised subject to the following con- 
ditions: — 

(i) That the loss does not disclose a defect In rules or procedure the 

amendment of which requires the oniers of higher authority, and 

(ii) That there has not been any serious negligence oo the part of 
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any Government Servant which may call for disciplinary action 
by a higher authority. 

Note 2 — Write off of losses of cash in treasuries, whether in the course of 
remittance or out of treasury balances and of n\er payments 
made to Government Servants arc governed hy separate rules. 

Note 3 . — For the purpose of these powers the value of the «tnres shall be 
the “hook value” where pneed accounts are maintained and 
“replacement value” m other cases. 

Note 4 . — The authority sanctioning the write ofT of losses of revenue and 
irrecoverable loans and .id'^anccs is satisfied that all possible 
steps '•hnrt of Civil Suit had been taken to effect the rccoverv 
that such steps have not yielded resuHs and that a cml suit 
would not jaeld any better results either because of lack of 
assets or serious defects m title or other equally valid reasons 
provided that in cases where the amount in/o!vcd for recovery 
IS trifling i.e. not more than Rs. 5/- and the Head of the 
Department considers that further efforts for recovery would 
not be worth-while, he may write off the amount on his 
authority. 

Copies of all sanctions jo write off should be forwarded to the 
Accountant General for scrutiny and bringing to notice an> 
defect or system which mav require attention The sanctioning 
authority must record certificates that the conditions hid down 
in note I have been satisfied 

Note J.— The term ‘each case’ referred to above should be interpreted with 
reference to a given point rf lime. If on a particular occasion, 
a number of item' of stores arc to be written off. the powers of 
the sanctioning authority should be reckoned with reference to 
the total value of stores intended to be written off on that 
occasion and not with reference to individual articles constituting 
the lot. 

(F D. Order No. F. 6 (15) F.D /A/RuIes/59, dated 15-11-60. 28-3-61 
nd 14-6-61). 


.APrCNDlX IV 


Page 261 


Di'etc item of delegation appearing at Serial No. 10 in Appendix IV^, 
(b. D. Order No F. 5 (a) (39) FD-A {R)/6I. dati>d 30-8-61). 
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No. 67 

APPENDIX IV' 

Item 31 Page 269 

Add the follo\\ing in column 3 after “Collectors" m item ‘'1 of 
Appendix IV; — 

Sub-Divisional Officers — Up to Rs. 25/- in each case. 
Tebsildars Up to Rs. 10/- in each case 

(F.D Order Nr F.5 (c) (3) FD/A/Ru!es/61, dated 20-4-1961.) 

No- 6S 

APPENDIX VI 

Rule 248 (1) (b). Pag® 275 

(1) (c) and 

(2) (b). 

The figures “Rs. 200/- and Rs. 100/-“ may be subsuiuted fo'- the 
figures “Rs. 100/- and Rs. 50/-" in Rule 248 (1) (b), (1) (c) and (2) (b) 
respecthel). 

(F. D. Order No. F. 5 (a) (20) FD/A/RuIes/61, dated 30-6-61.) 


No. 69 

APPENDIX Vn 

Page 277-250 

I. The last two paras of Appendit VTI of the said rules shall be 
substituted by the following; — 

"The returns in respect of the posts, other than those borne on 
a state or amalgamated cadre of an establishment, as cn 1 st March, 
of each year should accompany the establishment pay bill for the 
month of April (to be drarnr on 1st Nby) of that year. 

The returns in respect of posts or post of an establishment xshich 
are/is borne on a state or amalgamate cadre existing on 1st March 
should be submittcxl to the officer controlling such cadre by the 15th 
April, of every year, by the head of the office concerned, alongs'ith 
his establishment pay bin for the month of April (to be drawn on 
1st May). 

‘Certified that the Annual Establishment Returns in respect of 
the posts bcrne on a state or amalgamated cadre, as on let March 
has been submitted to the controlling officer concerned under this 
‘ I>rp.irtment letter No dated 

Signatures of the Head of Office 
drawing the Establishment Pay Bill". 

n. Form “A” prescribed under Appendix \Tt of the said rules, 
»• all, be substituted by the revised form enclosed. 

(F.D. Notification No. F. 5 (a) (6) FD-A/Rulcs/6l-II. dated 31-5-61). 



DETAILSD STATEMENT OP TflD PERMANENT MON-GAZETTHD BSTAULISn 



ComparcO wiih eerTWo books and found corrsct. 
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Rule 1 (iii) Page 302 

No. 70 

APPENDIX X 

Substitute “Rs. 40/-" for **Rs. 35/-” occurrinc in Rule 1 (ui) of 
Appendix X. 

(F. D. Order No. F. 5 (a) (29) F.DA. {Rules)/61-I. dated 31st July, 1961) 


No. 71 

APPENDIX XI 


Page 307 

I. In the Anncxurc to Appendix XI of the said rulc>, invert the following 
as serial number 3 below the existing serial numljcr 2 and re-number 
the subsequent serial number: — 


“3. His General Provident Fund Account No is 
maintained by the Accountant General. 

n. In the said Annexure, insert the fcilowing foot notes at the bottom cf 
obverse:— 


Notes I. Against serial No. 3, the infomiation should be filled in by the 
head of the o3ice in case of non-gazetted Gevemment servants, 
and by the Treasury OfRcer/Ofliccr himself in case of Gazetteo 
Oflicers. In addition, when a Government servant is transferre.l 
' from ont audit circle to another, the narre of the Accounts 
Officer '.ho will maintain his General Provident Fund Accou-n^ 
after transfer should also be recorded in the case of a Gazeltevl 
Officer by the AccounLint General while, cou’iter'igning the Last 
Pay Certificate, and by the Head of the office in the case of non- 
gazetted Government servaaU, if possible. 

2. Entries Ln the Last Pay Certificate should nonialL be written m 
ink. If It is Written in pencil, the carbon copy should onlj te 
despatched to the next ofTiccr or Treasury Officer or the 
Accountant General as the case may be.” 

(F. D Order No F. 18 (a) (66) FD-A (RuIes)/60-I, dated 31-3-1961). 


No. 72 

APPENDIX XIV 

Rule 2 Page 317 

Delete Note appearing below Rule 2 — 

CF. D. Notification No. F. 5 (a) (24) FD/A/Rulci/<1-I. dat#d 30-6-61). 



Rule 2 


APPENDIX XIV 


Page 317 


Insert the followino as Govemcnent of Rajasthan’s Decision be! 
Rule 2:- 


Go\ernn}^nt of Raia%ihan's Deci^wn 

“Attention is invited to Rule 2, which inter cho imposes ds oblii 
tion CD the Treasury Officer to verify the genmness of the rountersignati 
of the Controlling Officer oo the Travelling Allowance claims of a Gazett 
Officer’s bill. 

A question has been raised as to how a Treasury Officer is to sail 
himself of the genuiness of the countersignature of the controlling offi' 
in respect of a claim prior to the transfer of the officer to his payment 
the matter stands at present, no provision exists in the Genera! Finam. 
and Account Rules providing for the action to be taken by the rew Trcasi 
Officer in this regard. To meet with this lacuna in the Rules u has be 
decided that all the controlling officers empowered to countersign TravcUi 
Allowance bills of Gazetted Officer should send their specimen signatui 
to all the Treasury Officers duly attested by the Treasury Officer of t 
district, In which they draw bills within the audit circle to facilitate the r< 
■'■fcasury Officer in verifying the countersignature of the controlling office 

(F. D. Memo. No. F. 5 (a) (24) FD-A (Rules)6Mr, dated 30-6-61}, 


No. 74 

APPENDIX XVII (A) 
Insert the following as Appendix XVII-A. 


Page 344 


appendix XVII-A 

functions AND STATUS OF OPHCERS IN RAJASTHAN 
JUNIOR ACCOUNTS SERVICE. 

(1) Object of PostInft . — The object of providing Accounts Officer c 
jVsistani Accounts Officer in the Department is to assist the Head of tl 
apartment in attaining a reasonably high standard of financial administr 
tion so that financial regubrity may be secured alround by enforcing, impli 
observance of rulcb and orders tebting to financial procedures and propene! 
a.'id to ensure that the Accounts of the Departments are maintain! 
efficiently. The Heads of Departments will, however, not be rclievetl in ar 
way of their primary responsibilities in respect of proper maintenance < 
Accounts, 

(2) FurctiiW oj the Assistant Accounts Offierr . — In deparimcn 
where a pvv;t of an Assistant Accounts Officer, duties and status of tl 
A^sisDnJ Accounts Officer will be the *arnc as spoctfietl for Accounts Office 
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In Departments ^berc a post of an Assistant Accou^s Officer ha*- 
prcTiidcd in addition to the post of an Accounts OfTiccr, the dut> ot the 
Assistant Accounts Officer will be to assist the Head of the Department and 
the Accounts Officer in the discharge of their duties. The Heail of 
EXrpartment may and ordinanJy should, entrust some s^ork mdependentfv 
to the Assistant Accounts Ofliccr. Copies of orders issued by the Head ot 
Departments concerned regarding distribution of work betneen the Account*- 
Ofliccr and Assistant Accounts Officer should be endorsed lo the I inancc 
Department and the Chief Accounts Officer, Rajasthan, Jaipur Tht 
Rnance Department may advise the Heads of Departments to effect such 
change in the distribution as it may consider advisable. 

In other Departments the work which is of a technical nature like the 
Local Fund Audit Department and the Accounts Training School, the d"ties 
and functions of the Rajaslhan Junior Accounts Service Officers posted there 
will be as assigned to them under any Act/Rules, or as specified bv the 
Head of Department. 

(3) function as Assistofit Treasury Officer . — In certain big treasunes 
Assisbnt Treasury Officers have been provided in addition to the Treasury 
Officers. The duties and functions of the Treasury Officers arc alrcacJ) 
defined in the Treasury Manual The Assistant Treasury Officer is lo assist 
the Treasury Officer in the discharge of his duties as Treasury Officer and 
can also be entrusted with certain specific duties of the Treasury 01‘icer 
The o\cr all responsibility regarding the Treasury will, hosscser. continue 
to be that of the Treasury Officer. Copies of orders assigning duties lu thf 
Assistant Treasury Officers should be endorsed to the Finance Dopartmeoi 
as well as to the Chief Accounts Officer, Rajasthan, Jaipur. 

(F. D. Order No, F. 5 fa) (21) FD/A/RuIes/61, dated 31-5-61 ) 


No. 75 

APPENDIX XIX 


Page 349 


Insert the following as AppendU XIX: — 

APPENDIX XIX 
(Sec Rules 42 and 276} 

The following procedure is prescribed for the guidance of authorities 
ns-ponsible for disposing of unserviceable, obsolete or surplus storcs:- 

(1) With a viesv to ensure that the balances of stores arc not held in 
excess of requirements of a itasonable period the head of onicr 
Of a responsible officer should conduct inspection of stores rrce a 
scar For this purpose the Head of Department should fix - 
ceiling up to which stores may be kept in a particubr off.cc after 
ascertaining the probable requirements. 

Stores remaining in slock frr ostr a year should be considered 
surplus unless ihere is any good reason to treat them otherwise 
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auctioa after comparing entries made in the sale Account wth 
the survey report. If the articles are released in the presence 
of an officer other than one who supervised the auctioa. the 
entries in column 9 of the sale account shall be attested by dated 
signatures of sud) officer. 

(12) Sale proceeds of the articte of stores declared surplus, obsolete 
or unserviceable should be treated in accounts in the same way 
as “Recoveries of Service Payments” in accordance with rule 454 
ibid. 

(Inserted vide F. D. Notification No. F, 18 (a) (2) ED/A/Rules/60, 
dated 31*5-61). 
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SURVEY UEPORT 
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Sgnaiure. 

Designation. 
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Certifioil that the ah )V0 entries hckvc- In-m checked 
with the Survey ropoft. 



GENERAL FINANCIAL AND ACCOUNT RULES 

OF 

RAJASTHAN GOVERNMENT 


CHAPTER I 
Introductory. 

1. The rules contained in this volume which are 
essentially executive orders of the 

procedure which should be followed by different ™ , 

subordinate to the Rajasthan Goverament in the secunng and 
spending of the funds necessary tor the discharge of the 
functions entrusted to them. In the matter , Z 

and disbursement of Government moneys, ^ 

supplementary to Treasury Rules (vide Appendix l>“d should 
be applied in conjunction with them. 

ties should follow these rules, supplemented or modffled by 
the special rules and instructions, if any, JJ}. , » 

departmental regulations and other special orders applic 
to them. 

Definitions. 

2. Unless there be anything repugnant in the subject 
or context, the terms defined in this chapter are used m these 
rules in the sense hereby explained: — 

(i) “Accountant General" means the head of an office 
of accounts and audit or of accounts who hwps 
accounts of the Rajasthan Government. The tenn 
wherever used in these rules refers to the Accountant 
General, Rajasthan. 

(ill “Appropriation” means the assignnient, to meet speci- 
fied expenditure, of funds at the disposal of the 
assigning authority. 

(iiil “The Bank” means the Reserve Bank of India or my 
office or agency of the Reserve Bank of India includ- 
ing any branch of the State Bank of India actmg 
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Chapter I 


as the agent of the Reserve Bank of India in accor- 
dance with the provisioas of the Reserve Bank of 
India Act, 1934. 

<V6’re.— -Until agreement wth the Reserve Bank of India is concluded for the 
establishment of Government chests the tcrni as used in the rules 
refers to Banks functioning in Rajasthan entrusted with tieasusy 
business. 

Ov) “Comptroller and Auditor General” means the 
Comptroller and Auditor General of India. 

(v) “Competent aathority” means Government or any 

other authority to which the relevant powers may 
be delegated by Government. 

(vi) “Consolidated Fund of the State” means the fund, 

as defined in Article 266 (1) of the Constitution, 
comprising of all revenues received by the Govern- 
ment of Rajasthan, all revenues raised by that 
Government by the issue of Treasury Bills, loans 
or ways.and means advances and aO moneys received 
by that Government in repayment of loans. 

(vli) “Contingency Fund of the State” means the fund as 
defined in Article 267 (2) of the Constitution, into 
which, shall be paid from time to time, such sums 
as may be determined by law and placed at the 
disposal of the Rajpramukh to enable advances to 
be made out of such fund for the purposes of meeting ' 
expenditure pending authorization of such expendi- 
ture by the Legislature of the State by law under 
Article 205 or 206 of the Constitution. 

(viii) “Constitution” means the Constitution of India. 

(ix) “Controlling Officer” means a head of a department 

or other departmental offiar who is entrusted with 
the responsibility of controlling the expendimre 
and/or the collection of revenue by the authorities 
subordinate to the department. 

(x) “Finance Department” means the Finance Department 

of Rajasthan Government. 

(xi) “Financial Year” means the year beginning on the 

1st of April and ending on the 31st of March 
following. 
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Chapter I 


(xii) “Government” means the Government Rajasthan. 

(xiii) “Head of a departme-it” means any au‘honty declared 
to be such for purp-^-es of delegation and exercise of 
administrative and financial powers. 

(xiv) “Non-recurring expenditure” means expenditure 

sanctioned as a lump sum charge, whether the raone>’ 
be paid as a lump sum or by instalments. 

(xv) “Primary unit of appropriation” means a lump sum of 

money placed by Uie Government at the disposal of 
a subordinate authority m accordance with the 
sanctioned procedure. 

(xvi) “Public Account of the State” means the fund as 

defined in Article 266 (2) of the Constitution 
comprising of public money other than those 
credited to the Consolidated Fund of the State. 

(xvii) “Public Works” means civil works including 
irrigation, navigation, embankment and drainage 
works. 

(xviii) “Rajpramukh” means the Rajpramukh of 
Rajasthan. 

(xix) “Re-appropriation” means the transfer of funds 

from one unit of appropriation to another such 
unit. 

(xx) “Recurring expenditure” means all expenditure 

which is not non-recurring. 

(xxi) “Subordinate Authority” means a department of 

the Rajasthan Government or any authority 
subordinate to or acting as agent to the Rajpramukh. 

(x.xii) “Treasury Rules” means the Treasury Rules of 
Government of Rajasthan. 

3. Heads of Departments have been authorised to 
gazetted officer subordinate to them to be the 
uead of an office” for the purpose of these and other financial 
rules of Government. 
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Chapter II 


CHAPTER IT. 

General System of Financial Management and Control 
I — Receipt of Money 
General 

4. All transactions to which any officer of Government 
IS a party in his official capacity must be brought to account 
v-ithout delay. 

5. Moneys received as dues of Government or for 
deposit in the custody of Government should be credited into 
the Consolidated Fund of the State and/or the Public Account, 
as the case may be, in accordance with the Treasury Rules. 

6. No Government servant may, unless authorised by 
ggeral or special orders of Government, receive in his 
official capacity, moneys which are not creditable either to 
the Consolidated Fund or the Public Account. Where he is 
authorised to receive such moneys, the following rules should be 
observed: — 

(1) He must open an account with a bank for their 
deposit, such accounts may be opened without 
special sanction with a Bank entrusted with 
treasury business in Rajasthan or its branch or 
wth a Post Office Savmgs Bank. The prior 
approval of Government is required to their deposit 
in any other place. 

(2) The Government officer receiving such moneys 
will be personally responsible for seeing that 
they are disbursed in strict conformity wth the 
rules, regulations or orders governing the Fund 
to which the moneys relate. 

(3) A precise record of all the transactions should be 
kept in a form complying v-ith the regulations of 
the Fund concerned. 

(4) The accounts are subjected to proper audit checks. 
Notes: — I. Sec also para 74-A. 

2. Monej-s relating (o the following funds outside the GoNCrnment 
account may be kept in accounts to be opened with a Bank 
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Chapter H 


entrusted witb treasiiiy business in Rajasthan or with a Post 
Office Savings Bank: — 

1, Students’ Games Fund. 

2 Students’ Reading Room Fund. 

3. Students’ Examination Fund. 

4. Students’ Union Fi/nd. 

5. Students’ Actmty and Welfare Fund. 

6. StudwitK* Caution Mon^ Deposits. 

7. N.C.C. Regimental Fund. 

* Government of Rajasthan's Decision. 

Rule 6 of General Financial and Account Rules contcniplales 
receipt by Government servants tn their ctfidal capacity of moneys tthii± are 
not creditable either to the consolidated Fund or to the Public Account of 
the State and permit such Government servants to open accounts in respect 
of such moneys out-side the Gmemmeot account with Bank or Post-Offices. 
The position in regard to this matter has been examined by the Government 
o£ India in consultatio.n with the Comptroller and Auditor General of 
India and it has been beld that keeping such moneys out-side the Government 
account Is not permissible under Article 2S4 of the Constitution of India 
which retjuires that all moneys received by or deposited whh 

(a) Any OScer employed in connection with the affairs of the 
State in his capacity as such, other than revenues or pubLc money 
raised or received by the Government of the State, or; 

(b) Any CPUft v.ithin the lemtory of the Slaw to the Credit of 
any cause, matter account or persons; 

shall be paid into the Public Account of the State 

Cctcmment Is, therefore, pleased to direct that the procedure of 
keeping noh-Govemment moneys out-side the Public Account should be 
discontinued forthwith and all such receipts should hereafter be paid into 
the Public Account of the State. 

Further jt has been decided in consultation with the Accounla.nt 
General, Rajasthan that fees received from the students in Government 
Educational Institutions on extra curricular activities e.g Games, Union and 
examination fees, reading room fees, caution money etc. should be croiiled 
under bead “S — ^Deposits and Advances not bearing interest (c) other deposit 
accounts DepartmennUl and Judicial deporits Civil Deposits — Dqiosits of 
Education institutions — Education/Medical/Vetcrinary.” 

Each institution will keep one consolidated personal deposit account 
m the Treasury which will be operated upon by the Head of the Institution. 
The individual accounts of the differeiit kind of fees realise from the students 
shall be maintained by the Head of the Institution who shall see that the fees 
are utilised only for the purpose for whidi these have been realised and no 
appropriation is made from one kind of fee lo another without prior sanction 
of the Government The detailed accounts w’ilJ also be subject to audit 
by the Accountant General. 
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Chapter 11 


The Accountant General will iswe detailed instructions in respect of 
the submission of plus and minus memos bj' the Treasuries cind reconcilia- 
tion of babnees of each institution. 

In the case of small institutions for which maintenance of seoamte 
accounts may not be feasible the Education Department may direct that joint 
accounts may be maintained in respect of groups of institutions and 
operated upon by such officers as may be specified by that Department 

Withdrawal of Moneys from the Treasury on 
Government Account. 

7. Unless otherwise expressly authorised by any lasv or 
rules or order having the force of law, moneys may not be 
removed from the Public Account for investment or deposit 
elsewhere without the consent of the Finance Department. 

Funds can be withdrawTi only if required for immediate 
disbursement and the expenditure or disbursement authorised 
under any rule or general or special order of a competent 
authority. 

The practice of withdrawing funds with a view of 
avoiding lapse of Budget grant and placing such moneys in 
deposits in the Public Account or with a Bank is forbidden. 

Atsestmetu, Collection and Check of Revenues. 

8. Subject to such general or specific instructions as 
may be issued by Government in this behalf, it is the duty of 
'the Revenue or Administrative Department concerned to see 

that the dues of Government are correctly and promptly 
assessed collected and paid into the treasury. Detailed 
instructions on the subject are contained in Chapter 3. 

U— Expenditure and Payment of Moneys 

Essential conditions governmg expenditure 
from Public Funds. 

9. As a general rale no authority may incur any 
expenditure or enter into any liability involving expenditure 
from public funds until the expenditure has been sanctioned 
by general or special orders of the Government or by an autho- 
nty to which power has been duly delegated in this behalf and 
the expenditure has been provided for in the authorised grants 
and appropriations for the year. 
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Standards of Financial Propriety. 

10. Every officer incurring or authorising expenditure 
from public funds should be guided by high standards of 
financial propriety. Among the principles on which emphasis 
is generally laid are the following; — 

(i) Every officer is expected' to exercise the same 

vigilance in respect of expenditure incurred from 
public moneys as a person of ordinary prudence 
would exercise in respect of expenditure of his 
own money. 

(ii) The expenditure should not be prima facie more 

than the occasion demands. 

(iii) No authority should exercise its powers of 

sanctioning expenditure to pass an order which 
will be directly or indirectly to its own advantage. 

(iv) Public moneys should not be utilised for the 
. benefit of a particular person or section of the 

community unless: — 

(1) the amount of expenditure involved is insigni- 
ficant, or 

(2) a claim for the amount could be enforced in a 
court of law, or 

(3) the expenditure is in pursuance of a recognised 
policy or custom. 

(v) The amount of allowances granted to meet expendi- 

ture of a particular type should be so regulated that 
the allowances are not on the whole a source of profit 
to the recipients. 

Control of Expenditure. 

11. Each head of a Department is responsible for 
enforcing financial order and strict economy at every step. 
He is responsible for obseivauoe of all relevant financial rules 
and reflations both by his own office andi by subordinate 
disbursing officers. 

12. A Controlling Officer must see not only that the 
total expenditure is kept within the limits of the authorised 
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appropriation but also that the funds allotted to spending 
. units are expended in the public interest and upon objects for 
which the money was provided. In order to maintain a 
proper control, he should arrange to be kept informed, not 
only of what has actually been s(Knt from an appropriation 
but also what commitments and- liabilities have been and will 
be incuned against it. He must be in a position to assume 
before Government complete responsibility for departmental 
expenditure and to explain or justify any instance of excess 
or financial irregularity that may be brought to notice as a 
result of audit scrutiny or otherwise. 

A/o/e;— Forms have been prescribed in the Budget Manual. They have 
been assigned Nos. 18-26 and 28-32 in the G.A. Series. 

The Controlling Officer should also be kept informed 
of what commitments and liabilities have been and will be 
incurred against the appropriations. Accordingly, the 
spending Departments should have an idea of the liabilities 
and the commitments for which the payments have to be 
made during (a) the current Vandal year (b) in the follow- 
ing financial years, and with a view to enable him to have 
this information from the subordinate officer he should obtain 
a monthly liability statement (Form G.A. 27) which should gjve 
the position of outstanding liabilities up to the month to which 
the statement relates. 

Internal Check Against Irregularities, Waste 
' ' ■ and Fraud. 

, 13. In the discharge of his ultimate responsibilities for the 
naministration of an appropriation or part of an appropriation 
placed at his disposal, every Controlling Officer must satisfy him- 
not only that an adequate machinery exists within the Uepart- 
mental organisation for systematic inlemal checks calculated to 
prevent and cfctect errors and irregularities in the finandal pro- 
ceMings of his subordinate officers and to guard against waste 
flnd loss of public money and stores, but also that the prescribed 
checks are effectively applied. 

Delays in Payment. 

H. Delay in the payment of money indisputably due by 
government is contrary to all rules and budgetary principles and 
should be avoided. j v 
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Notes: — 1. It is an important finaocaal principle that money indisputably 
payable should not, as ftir as possible, be left unpaid and that 
money paid shonld under no circumstances be kept out of 
accounts a day longer than is absolutely ntfcessary even though 
the payment is not cove^ by proper sanction. It is no 
economy to postpone inevitable payments even for the purpose 
- '' of avoiding an excess over a grant or appropriation and it is 

very important to ascertain, liquidate and record the payment 
of all actual obligations at the earliest possible date. It must 
be borne in mind that if an inevitable payment is required to 
be made in the absence of funds the error lies not so much in 
the payment as in the entering into of the relevant liability. 

2. A disbursing officer may not on his own aulbority authorise any 
payment in excess of the funds placed lus disposal; but 
absence of funds should not necessarily prevenj the payment 
of any sums really due by Government. If the disbursing 
officer is called upon to honour b claim which is Mrtflin 
to produce an excess over the allotment oi appropriation at 
his disposal, he should take the orders of the administrative 
authority to which he is subordinate before authorising pay- 
ment of the claim In question 

Iir— Duties as Regards Accounts. 

Mahuenance of Accounts. 

15. Every officer whose duty it is to prepare and render 
uny accounts or returns In respect of public money or stores fs' 
personally responsible for their completeness and strict accuracy 
and their despatch within the prescribed date. 

16. An officer who signs or countersigns a certificate is 
personally responsible for the facts certified to, so far as it is his 
duty to know or to the extent to which he may reasonably be 
expected to be aware of them. The fact that a certificate is 
printed is no justification for his signing it unless it represents 
the facts of the case. If in its printed forms it does not represent 
the facts, it is his duty to make any necessary amendment which 
will call attention to the deviation and so to give the authority 
concerned the opportunity of dedding whether the amendments 
cover requirements. 

Ifote : — The duties and responsibilities of the Accounts Officers^ and 
Accountants who are to assist the departmental officers in the 
matter of proper maintenance of departmental accounts and 
rendition of these accounts and other returns to the Acc^ntant 
General and other quarters ate defined in Appendices XVII anu 

; xvrn. 
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Demand for information by Audit. 

17. It is the duty of every departmental and Controlling 
OfBcer to see that the Accountant General is afforded all reason- 
able facilities in the discharge of his functions and furnished 
with the fullest possible information for which he may ask, for 
the preparation of any account or report, which it is his duty to 
prepare. No such information nor any books or other docu- 
ments to which the Comptroller and Auditor General has a 
statutory right of access may be withheld from the Accountant 
General. 


IV — Contracts. 

General Principles. 

IS. No contracts may be entered into by any authority 
which has not been empowered to do so by or under the orders 
of the Goverament. 

The various classes of contracts and assurances of pro- 
perty authorised by the Rajpramukh in exercise of powers 
comerred by Sub-para 1 of Article 299 of the Constitution, to be 
exited by different authorities arc specified in Appendix V. 
Subsidiary orders of the Government as to the limitation upon the 
powers of these authorities, the conditions under which such 
powers should be exercised and the general procedure prescribed 
With regard to such contracts, such as calling for and acceptance 
of tenders etc. should be laid do\vn in the appropriate depart- 
mental regulations. 

19. The following general principles have been laid dow'n 
for the guidance of authorities which have to enter into Contracts 
or agreements involving expenditure from the Consolidated Fur.d 
and/or Public Account of the State: — 

(i) The terms of a contract must be precise and 

definite and there must be no room for ambiguity 
or misconstruction therein. 

(ii) As far as possible, legal and financial advice should 
be taken in the drafting of contracts and before they 
are finally entered into. 

(iii) Standard forms of contracts should be adopted, 
wherever possible, the terms to be subject to adequate 
prior scrutiny. 
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<iv) Tlie terms of a contract once entered into should not 
be materially varied without the previous consent of 
the authority competent to enter into the contract as 
so varied. No payments to contractors by way of 
compensation, or otherwise, outside the strict terms 
of the contract or in excess of the contract rates may 
be authorised without the previous approval of the 
Finance Department. 

(v) No contract involving an uncertain or indefinite 
liability or any condition of an unusual character 
should be entered into without the previous consent 
of the Finance Department. 

(vi) Contracts, •whenever practicable and advantageous 
and in all cases required by the rules or orders of 
a competent authority, should be placed only after 
tenders have been openly invited and, in cases where 
the lowest tender is not accepted, reasons should be 
recorded. 

(vii) In selecting the tender to be accepted, the_ financial 
status of the individuals and finns tendering must 
be taken into consideration in addition to all other 
relevant factors. 

(viii) Even in cases where a formal written contract is 
not made, no order for supplies, etc. should be placed 
without at least a written agreement as to the price. 

(ix) Provision must be made in contracts for safeguarfling 

Government property entrusted to a contractor. 

(x) When a contract is likely to endure for a period of 

more than 3 years, it should, wherever feasible, include 
a provision for an unconditional power of revocation 
or cancellation by Government at any time on the 
expiry of 3 months* notice to that effect. 

V — Defalcations, Losses, Etc. 

Report of Losses. 

20. (I) With the exceptions noted below, any loss of 
public money, departmental revenue or receipts, stamps, opinm, 
stores or other property held by or on behalf of GovemmeDf, 
caused by defalcation or otherwise, which is discovered in a 
treasury or other office or department, should be immediately 
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reported by the officer concerned to his immediate official 
superior as well as to the Accountant General, even when such 
loss has been made good by the party responsible for it. Such 
reports must be submitted as soon as a suspicion arises that 
there has been a loss; they must not be delayed while detailed 
enquiries are made. When the matter has been fully investi- 
gated, a further and complete report should be submitted of 
ihc nature and extent of the loss showing die errors or neglect 
of rules by which such loss was rendered possible, and the 
prospects of effecting a recovery. 

(2) If the irregularity be detected by Audit in the first 
instance, the Accountant General will report it immediately to 
the administrative authority concerned, and if he considers 
necessary, to Government as well. 

Exception I . — In the case of Customs revenue, 

(a) ituslakcs in assessments which arc dis- 
covered too late to pennit of a supple- 
mentary claim being made, and (b) 
under-assessments which are due to the 
interpretation of the law by the local 
Customs authority being over-ruled by 
higher authority more than three months 
after the assessment was made, need not 
be reported to the Accountant General. A 
record' should, however, be kept of such 
cases for examination by the Accountant 
General at the time of audit. 

Exception 2. — (a) Petty cases, i.e., cases involving 
losses not exceeding Rs. 200 each, need 
not be reported to the Accountant 
General, unless there arc, in any case, 
important features which merit detailed 
investigation and consideration. 

(b) Petty cases of accidental loss invol- 
ving sums of Rs. 50/- or below, which 
do not disclose (i) defect of system the 
amendment of which requires the orders 
of Government or (ii) serious negligence 
on the jwt of some officer or officers 
which might call for disciplinary action 
requiring Sic orders of Government, need 
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not be reported to Government. For 
puposes of administrative control, the 
Hwds of Departments should, howerer, 
submit to the Administrative Department 
(»ncemed an annual statement showing 
the particulars of the items of sudi 
losses which have not been reported 
mdividtially to Government 

Equipment shoulT^ buildings, lands, stores aod 

SSS ^ vaJue « disclosed by tbi 

pneed account or commercial account that may be 

Rule 20 mM .“/'port submitted to iim tmifcr 

th?ou* X S Accounts Offiot 

traC and f'£Sc?d’;XS“ 

detailed renoH after Admmistrative Department a 

as may be necessary investigations 

which led tn tbA T ^ expedient, on the causes or circumstances 

mg™5sX“^"rets res&" “ 

produced on inspection of the office. ^ completely posted and 

Accidents. 

hnildin^'. °f umnovable property such as 

S“-l?i:¥ScSa' 

or an abstrLt thS f department, a copy of the report 
AaZZ't cin^lr “® ^“'taneously forwarded to’Se 

Responsibility for Losses, etc. 

clearly My anii 

sustained hv ^ held personally responsible for any loss 
S a^d th Jt Government through fraud or negligence on his 
part and that he will also be held personally responsible for any 


Rules 23-25 


16 


Chapter II 


loss arising from fraud or negligence on the part of any other 
Government officer to the extent to which it may be shown that 
he contributed to the loss by his own action or neghgencc. 
Detailed instructions for regulating the enforcement of such 
responsibility are embodied in Appendix 11. 

Write Off of Losses, etc. 

24. The powers delegated to different authorities to 
write off the irrecoverable value of public money or stores lost 
through fraud or negligence of individuals or other causes arc 
indicated in Chapter 4. 

VI — Departmental Regulations. 

25. All dei»rtmental regulations in so far as they embody 
orders or instructions of a financial character or have important 
financial bearing should be made by, or with the approval of, 
the Finance Department. 
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CHAPTER m. 

Revenue and Receipts 
I. — General. 

26. Subject to any special arrangement that may be 
authorised by competent authonty v-ith respect to any parti- 
cular class of receipts, it is the duty of the departmental 
Controlling Officers to see that all sums due to Government 
^e regularly and promptly assessed, realised and duly credited 
in the Consolidated Fund and/ or the Public Account of the 
State. They should accordmgly arrange to obtain from their 
STibordmates monthly accounrs and returns in suitable form 
claiming credit for so much paid into the treasury or otherwise 
accounted for and compare tliem with the statements of 
treasury credits furnished by the Accountant General to see 
that the amounts reported as collected have been duly credited 
in the Consolidated Fund and/or Public Account. 

U WTong credits thus come to the notice of the Control- 
ling Officer, he should at once inform the Accountant General 
with a view to the correction of the accounts. If any credits 
are claimed but not found in the accounts, enquiries should be 
made first of the responsible departmental officer concerned. 

.j. pof purpose Accouniant General «jll send to the 
departmental Cootrollmg Officer, an extract from his accounts 
showing the amounts brought to credit m them m each month 

2. It is essentia] that ibc depaitmenlal accounts of revenue should 
not be complied from the returns prepared by the treasury 
But the Treasury Officer may be recjujrcd, where necessary, to 
venfy the returns prepared for submission to the departmental 
Controlling authority. 

3. lii order to the drUetence^. between the. treasury fieure-s 

and tbo dcpanmeatol figures, it is essential that the ehahtev 
wath which money is icmiued to the lieasury should bear full 
and correct accounts classificatton. 

4. Statement of errors m classification of ReNcnuc/icceip'.i 
detected by the dcpafuncntal officers which require corrections 
in the accounts sbouU bo forwarded to the Accountant 
Cenoal throuch the Treasury Officer concerned m Fcmt 
G.A. 15. 

27. Detailed rules and procedure regarding assessment, 
collection, remission, etc., of revenue should be laid dov.*n in 
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the departmental regulations of the revenue and collecting 
tleparlments concerned. 

Not ^; — In departments in which ofiiccfs arc required to receive moneys on 
behalf of Government and issue receipts therefor in Form G. A. 55 
or any other special form approved by the Finance Department, 
the procedure rules for the maintenance of a proper account of 
the receipt, and issue of the reedpt books, the number of receipt 
books to be issued at a time to each officer and check with the 
Officers’ accounts of the used books when returned. 

28. No amount due to Government should be left out- 
standing without sufficient reason, and where any dues appear 

be irrecoverable the orders of competent authority for ^eir 
‘idjustment must be sought. 

29. Unless specially authorised by any rule or order 
D7acle by competent authority, no suras may be credited as revenue 
by debit to a suspense head; the credit must follow and not pre- 
cede actual realisation. 

30. Heads of departments in charge of important sources 
of Revenue should keep the Finance Department fully informed 
of the progress of collection of revenue under their control and 
of all important variations in such collections as compared with 
the Budget estimates. 

— Iona GA. 14 has been presenbed for departmenis other than ihe 
Revenue Depariments. 

11. — Special Rules for Particular Classes 
of Receipts. 

Rents of Government Buildings, Lands, etc. 

31. The detailed rules and procedure regarding the 
deiQand and recovery of rent of Government buildings and lands, 
pc contained in the departmental regulations of the departments 
in charge of those buildings. 

When the maintenance of any rentable building is en- 
trusted to a civil department other than the Public Works 
Department, the head of the department concerned will be 
rcsjxinsible for the due recovery of the rents thereof. The 
procedure for the assessment and recovery of the rents of such- 
buildings will be regulated generally by the rules applicable to 
residences under the direct charge of the Public Works Depart- 
ment, 
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Fines. 

32. It is the duty of every court or authority having 
the power to fine to see that the money realised reaches the 
treasury and that adequate precautions are taken against double 
refunds of fines or refunds of fines not actually paid into the 
treasury. 

33. The duty of realising fines and of checking the receipts 
and refunds rests with the departmental officers. Each court, 
civil or criminal, is required to submit to the District Judge or 
to the District Magistrate, as the case may be, on the last work- 
ing day of each calendar month, a statement in the prescribed 
form showing the demand, collection and balance of fines levied 
and \\Titten off by it as well as of the refunds therefrom, the 
statement being made up for the account month of the treasury 
or sub-lreasuiy with which the court deals The District Judge 
and the District Magistrate should each consolidate these returns 
into a monthly fines statement for (he courts under him and for 
his own and for%vard it to the Treasury Officer, as soon as pos- 
sible after the beginning of the rtonlh, for verification of the 
amounts sho\vn as remitted into the treasury with the credit 
appearing in the treasury account. The Treasury Officer should 
certify to the correctness or otherwise of these amounts. Where 
insre is any discrepancy between a consolidated statement and 
tne treasury account, the Treasury Officer may, if necessary, 
before giving his certificate, request the District Judge or the 
District Magistrate, as the case may be. to e.xplain the discrepancy. 

<Vc;«; — l. The statement should exhibit the amounts under each head 
cl accounts, eg. Magisterial fines, fines under the Preven- 
tion of Cruelty to Aninuls Act. etc., scparutcl). 

Compensation fines due to on injured party which arc cre- 
■ ditahlc to deposits and fines which under the orders of 
competent authority arc crcditabfc to a Municipal or Local 
Fund, should be excluded from this statement. 

2. When fines are received in another district, an inlimation should 
be given by the recovering officer to the officer concerned, who 
should note the fact in his monthly ficc statements 

Miscellaneous Demands. 

34. Realisation of miscellaneous demands of Government 
not falling under the ordinary revenue administration xvill be 
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ivatched by the Accountant •General. Such are payments due 
from other States, Local Funds, Contractors and others towards 
Establishment ‘Charges, etc. 

ni.-*-Remissions.of, "and Abandonment of 
Claims to. Revenue. 

35. The sanction -of the competent authority is necessary 
for 'the Temission of, "and abandonment of claims to, revenue. 

36. Heads of departments should submit annually on the 
first of June to the Accountant General statements (Form GA 
16) showing the remissions of revenue and abandonment of 
claims to revenue -sanctioned during the preceding year by com- 
petent .authorities in exercise of the discretionary powers 
vested in -them otherwise than by law or rule having the force of 
Jaw. For inclusion in these statements remissions and abandon- 
ments should be classihed broadly with reference to the ground.^ 
on which they were sanctioned and a total figure should be given 
Jor eachcilass. A brief explanation of the circumstances leading 
to ‘the remission Should be added In the case of each class. 

Subject to any general or special order issued' by Govern- 
ment, individual Tcmisrions below Rs. 100 need not be included 
in 'the statement. 

Vo/e*-— Where the ^dtnitustrattve >'€ar does not coincide with the financial 
year, 4he .figures of the former, if this proves more convenient «to 
the departmental authotiiies, may be given in the sttitement 

IV — Audit of Receipts. 

37. When the audit of the receipts of any department of 
Government is entrusted to the Comptroller -and Auditor General 
under the provisions of para 13 (2) of the Government of India 
(Audit and Accounts) Order, 1936 it will be condpcted in 
■accordance with the regulations reproduced in Annexure ‘A’ to 
thU Chapter. 

Ncte' — 1. The procedure .in .respect -of particular classes of receipts, eg. 

stamps, opiom, foreign service contributions, etc, will be 
governed by special ord^ issued by Government. 

2. The audit of receipts accruing under Debt and Remittance heads 
and of those iadudediin4be-^bstd(&Ty accounts of Government 
Commercial underiakuigs devolve on the Comptroller and 
Auditor General underpara 13 (1) of the Government of India 
(Audit and Accounts) Order, 1936, and is conducted 4n such 
*tQ5ctmcr-^md to 'such -extent -jBTnay be-prescribed-byirim 
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ANNEXURE A. 


(See Rule S7). 

Regulations for the Conduct of the Audit of Receipts 

1. It is primarily the responsibility of the departmental authontics 
0 ice that all revenue, or other debts due to Government which have 
0 tc brought to account, are correctly and promptly assessed, realised and 
rcdited to Public Account and any invcstication by Audit must be so 
•onducted as not to interfere with this executive rcsponsibiluy. Audit shall, 
■clever, have power to examine the conectness of the sums brought to 
iccount in respect of receipts of any department in such manner and to such 
13 extent as may be determined by Government in consultation with the 
Vccountaot General. 

2. In: conducting the audit of receipts of any Government department 
be chief aim should be to ascertain that adequate regulations and pr^editrc 
lave been framed to secure an effective check on the assessment, collection, 
md proper allocation of revenue, and to sec by an adequate detailed 

bat any such regulations and procedure are being observed. In the audit of 
tceipis ordinarily the general is more important than the particular 

3. Id the audit of receipts it would be necessary m the «se of a 
lepartmenl, which is a receiver of public money, to ascertain what checks are 
mposrf against the commission of irregulanties at the various stages of 
■ollection and accounting and to suggest any appropriate improvement in the 
'rocedure. Audit might, for instance, suggest in a particular case that a test 
nspcction should be carried out by comparing a sample set of receipt counter* 
Oils with the receipts actuall> in the hands of the tax*pa>ers or other debts 
he result of such an inspection being made available to Audit 

In no case, however, should independent enquiries be made among the 
ax-pajers or the general public Audit should confine itself to calling upon 
he Executive to furnish necessary information and, in cases of difficulty’, it 
hould confer with the Administrative authorities concerned as to Uie best 
ueans of obtaining the evidence which it requires 

•1. The audit of receipts should be regulated mainly with rcferen« 
0 the statutory provisions or financial rules or orders which may be applicable 
:o particular receipts involved If the lest checks reveals any def«t i 
inch rules or orders, the advisability ol amendment should be brought to 
Bctice. 

It is. however, rarely if ever the duty of Audit to question an authorita- 
lOv interpretation of such rules or orders, an I n no case may Audit reMCw 
s judicial decision, or a decision given by an Administrative authority in a 
quisi-judidal capacity This instiucUon docs not. however, debar an auditor 
frera bringing to notice anv conclusion dcducible from the examination of llic 
ftsulis of a number of such decisions- 

5. Where any financial rule or order applicable to the case prescribes 
ihe scale oi periodicity of recoveries, it will be the duty of Audit to sec. as far 
« possible, that there is no deviation without proper authority from such scale 
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or peuodkiiv. When this d’cclc cstmot tv exercised cefftmth, s test ssd/i 
may be conducted at local inspcclions, the aim being to secure that disregan] 
of rule or defects of procedure are not such as to lead to lealage of revenue 
rather than to see that a particular debt due to Government was not realised 
at all or on due date. 

6. Ordinarily Audit will sec that no amounts due to Govenuneat 
are left outstanding'on its books without sufficient reason Audiiwill 
continue carefully to watch such outstandings and suggest to departraectal 
authorities any feasible means for their recovery, Whenever any dues appeal 
to be irrecoverable, orders for their adjustment should be sought But unlfu 
permitted by any rule or order of a competent authority, no sums may h 
credited to GovctnmcM by debit u> a auapcww: Yi^dv credit Ttmsl foitow.ati 
not precede, actual realisation. 

7. The procedure presented by the Comptroller and Auditor Gsnenl 
for raising anti pursuing audit objections in relation to expenditure, including 
powers of Audit Officers to waive recovery of Govcrtimeat dues un^r certain 
conditions shall apply rnutau's mutanJis m respect of audit objection on any 
accounts of receipts. 
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CHAPTER IV. 

Powers oj Sanction. 

I. Powers of various authorities m the matter of 

Sanctioning Expenditure 

General. 

38. The powers which are commonly shared by all heads 
departments and may, in the absence of any orders to the 
ntrary, be exercised by any subordinate autbonty in virtue of 
being declared as the head ui a department, are shown in 
ipcndix rv. 

39. The financial powers of the State Goseniment which 
VC not been delegated to any other department or autho- 
y vest in the Finance Department. 

40. Unless othenvise provided by any special rule or order 
Government, a higher authority may exerc'^c the powers 

legated to an authority subordinate to it. 

II. Powers in regard to certain special matters. 

Grants of land, assignments of revenue and other 
concessions, etc. 

41. No department or authority may, without pre\.ous 
nsent of the Finance Department, issue any orders (other 
^ orders in pursuance of general delegations made by or with 
' approval of the Finance Department) which — 

(i) involve any grant of land, or assignment of revenue, 

or concession, grant, lease, or licence of mineral or 
forest rights, or ri^t to water power, or any easement 
or privilege in respect of such concessions; or 

(ii) in any way involve any relinquishment of revenue. 

execute inslrumcnts arc governed b> Lbe orders given 
V and other departmental and local orders on U'C 


iVrite-off of Losses. 

id dnvv k ^ Subject to the limits and conditions which may be 
own by Government, a competent authority may sanction 
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the writing off finally of the irrecoverable value of stores oi 
public money lost by fraud, negligence of individuals or othei 
causes, provided that — 

(1) the loss does not disclose a defect of system the amend 

ment of which requires the orders of higher authority 
and 

(ii) there has not been any serious negligence on the part 
of some individual Government officer or offiars 
which may possibly call for disciplinary action 
requiring the orders of any higher authority. 

These orders apply also to be the writing off of losses of 
revenue, irrecoverable loans and advances and of deficiencieSi 
depreciation, etc., in the value of stores included in the stock and 
other accounts. 

Note— Tht- expTes$\ofi "Value of stores” used in this, sub'pata sboutd 
interpreted as meaning "BooL Value” where priced accounts, art 
maintained and "Replacement Value” in other cases 

(2) All sanctions to write-off should be communicated to 
the Accountant General for scrutiny in each case and for bringing 
to notice any defect of system which requires attention. 

43, The orders contained m the last preceding para do 
not apply to loss of cash in treasuries, whether in the course- of 
remittance or out of treasury balance, small coin depot or 
currency chest. Individual cases of such losses should be 
reported to the Finance Department and its specific approval 
obtained before any item can be written-off in the accounts of 
the Government. 


Notes .' — In cases where recoveries are made in cash, e.g, by deductions from ^ 
pay or olheiwise from the ^sons responsible for a loss, ilw 
entire amount recovered shotw be credited toi the Govemmoeni 
which would bear the loss. Recoveries, made indirectly, e g , 
stoppage of increment or promotion as a measure of purashitieti^ 
should not be treated as lecoiveritt made in cash Where the sta*^ 
is paid for by one Governmeaot, and the loss is borne by aaolhef 
Government, a copy of the ordm regarding the acUon taken aganw' 
the persons responsible for the loss should be communicated ry 
the former to the latter. 
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Remis.sion of Disallowances by audit and writing off of 
Over-payments made to Go\ernnteni Sonants 

44, (1) Administrative Departments of the Government, 
with the concurrence of Finance Department may. for reasons to 
be recorded, waive the recovery of an amount disallowed by an 
Audit Officer or otherwise found to have been overpaid to a 
Government servant, if — 

(1) the amount disallowed has been drawn by the Govern- 

ment servant concerned under a reasonable belief that 
he was entitled to it; 

(ii) the enforcement of the recovery will, in the opinion 

of the competent authority, cause undue hardship, 
or it will be physically impossible to effect the re- 
cos'cry; and 

(iii) in the case of disallowances of emoluments of the 

nature of pay, made within one year of the date of 
payment — 

(a) The Government servant is not in receipt of pay 
exceeding Rs. 6,000 a year or, m the case of 
Olliers, the ovcrdrawal has not the effect of raising 
the Government servant's pay beyond Rs. 6,000 
in any year; and 

(b) the overdrawal has not been occasioned by delay 
in notifying a promotion or reversion. 

(2) All sanctions to forego recovery under these orders 
should be communicated to the Accountant General 

Arff_The 2^, mer-pajn’cnt was rccenetl h> ths Go%crnment 

senant in good f.iiiJj and that rccoscn would cause hardship are not 
adequ.ite grounds for nol crfcrcing rcctnerj rser> o\er-pa\mcnt 
of money lo a Gosemnent ^en^ant mu'l be regarded as a debt 
os\cd to the public and all possible action should be taken to 
rtcoser it with despatch Tn malms rcatmmendalions for ssaninc 
rtco^er> for specal rc.asons cp. practical impossibility of recosery, 
the ful'est jusiificati-'n n'vst be gixen for such recommendations 

45. The powers delegated to Audit Officers to waive 
objection to. or to forego recovery of, irregular expenditure in 
mdividual cav;s arc laid down in paras 24S to 250 nf the Audit 
^odc, from which relevant extracts arc reproduced in 
^'PP-ndix VI. 
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46. Financial sanctions and orders of competent autho- 
rities under these or any other authorised rules, e.g., the Service 
Rules, the Provident Fund Rules, the Treasury Rules, the 
Public Works Department Code, the Public Works Account 
Code, etc., will be communicated to the Accountant General 
concerned in accordance with the procedure set out below: — 

(i) All financial sanctions and orders issued by a Depart- 

ment within its ovm financial powers as a Department 
of the Government will be communicated direct to 
the Accountant General by the Department con- 
cerned. All other orders involving financial 
sanctions, which may be issued by Departments of 
the Government i.e., sanctions beyond their financial 
powers will be communicated to the Accountant 
General through the Finance Department. 

(ii) Sanctions and orders of any other authority to which 

the power of sanction has been delegated will be 
communicated to the Accountant General by that 
authority. 

(iii) In cases referred to in clause (i) above, if an order 

sanctioning expenditure is sent to the Accountant 
General direct by a Department and that Department 
is not competent to sanction the expenditure, the 
Awountant General will not refuse obedience but 
will report to the Finance Department that such an 
order has been issued and request that it may be 
communicated to him by the Finance Department in 
due course. 

(iv) If an order or sanction has been issued with the 

concurrence of the Comptroller and Auditor-General 
the fact should be mentioned in the endorsement 
to the Accountant General. 

(v) Ii-' all orders conveying sanctions to expenditure of 

a definite amount up to a special limit, the amount 
of sanction should always be expressed both in 
'wuiiis and in figures. 

(vi) All letters or orders conveying sanctions to expendi- 

ture, ^pointraents, etc., must be signed by an autho- 
rised Gazetted Officer. 



Rules 46-50 


27 


Chapter IV 


(vii) Separate sanctions should be issued in respect of 
Gazetted and Non-gazetted staff in order to avoid the 
risk of over-payments and delay in the issue of Pay 
Slips to the Gazetted Officers. 

Note:— la cases in which the documents relating to any sanction or order 
arc deemed secret, the Accountani Genera! will accept a statement 
of fact signed by the Chief Secretary 

47. All orders conveying sanction to the grant of additions 
to pay such as special pay and compensatory allowances should 
contain a brief but clear summary of the reasons for the grant of 
the addition so as to enable the Accountant General to see that 
it is correctly classified as special pay or compensatory allowance, 
as the case may be. In cases in which an official record in an 
open letter is considered undesirable the reasons for the ^ant of 
such additions to pay should be communicated confidentially to 
the Accountant General. A similar procedure should also be 
followed in all other cases in which the rules require that reasons 
for the grant of special concessions or allowances should be 
recorded. 

48. Sanction accorded by competent authority to grants 
of land and alienation of land revenue, other than those in which 
assignments 'of land revenue are treated as cash payment, should 
be communicated to the Accountani General in a consolidated 
monthly return (Form G.A. 17) giving the necessary details to 
enable him to audit the sanctions accorded. 

IV, — Indication of the source of Appropriations in the 
sanction to Expenditure. 

49. In all applications for sanction to expenditure it 
should be distinctly stated whether provision for the proposer, 
charge has, or has not, been made in the budget estimates of 
me year, and if it has not been made, whether the funds can 
be found by valid re-appropriation. 

f A which sanction new expenditure after 

iimds have been communicated, should be careful to indicate 
me source of appropriation. 

^^ere it is desired to sanction expenditure before funds 
a '"m communicated, as may be necessary in order to 
<void delay in starting work at the beginning of a new financial 
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year, or to prevent duplication of orders, the authority which 
does so should be careful to add the words “subject to funds 
being communicated in the budget of the year.” 

Note . — ^Vague expressions such as, “subject to budget provision" should be 
carefully avoided in conveying sanctions to expenditure. 

V. — Date of Effect of Sanction. 

51. Rules made by the Rajpramukb have effect from the 
date on which they are passed and executive order issued by the 
Government take effect from the date of issue of the letter or 
telegram in which the sanction is conveyed. A sanction of any 
other authority has effect from the date of orders conveying the 
sanction. 

In all cases, these orders are subject to the general order 
contained in Budget Manual regarding appropriation of funds 
and to any special provisions as to the date of effect in the rules, 
orders or sanctions themselves. 

Note : — Orders sanctioning the creation of temporary posts should, in addition 
to the sanctioned duration of the post, invariably specify the date 
from which it is to run. whether it be the date of entertainment or 
otherwise. 


VI. — Retrospective Sanction. 

52. (I) All authorities which are competent to sanction 
revision of pay or the grant of concessions to Government 
servants should bear in mind that retrospective effect should 
not be given to financial sanctions, except in exceptional circum- 
stances, without the special approval of Government. 

(2) In the absence of special reasons to the contrary, 
concessions regarding rates of pay for any class of Govern- 
ment servants should take effect as from the first of March 
and not from some dale in the middle of Vandal year. 

VII. — I-apse of Sanction. 

53. A sanction for any fresh charge which has not been 
acted on for a year must be held to have lapsed, unless it is 
specifically renewed. 

Note:— ’This order does not apply to a case vrfsere an allowance sanctioned 
for a post or a class of Government servants has not been drawn 
by a particular incumbent or incumbents, nor does it apply to 
additions made gradually from yoar to year to a permanent 
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establishment under a general scheme which has been sanctioned by 
competent authority. 

Explanation . — A reference is invited to rule 53 of General Financial and 
Account Rules accordmg to which a sanction for any fresh 
charge which has not been acted on for a year must be held 
to have lapsed, unless it is specifically renewed Doubts 
have been expressed whether sanction in which there is 
specific provision that the expenditure should be met from 
the provision of the specified financial year remains operative 
for a period of one year from the close of the financial year 
and what w’ould be catena to be adopted for determmiag 
whether a sanction has been acted upon within one year 
of its issue. In clanficatioo of the position, it has been 
decided that when there is a specific provision in the sanction 
for any fresh charge that the expenditure would be met from 
the budget provision of the financial year such sanction 
u’iy lapse oa the exptt}' of the pacticulst financ/aJ year The 
period of one year should be calculated from the date of the 
issue of the sanction and that the sanction should be con- 
sidered to have been acted on if payment m whole or m 
part has been made in pursuance of the sanction within 
twelve months from the date of its issue In cases m which 
part payment has been made within the stipulated period, 
the subsequent payment of the balance may, subject to the 
existence of budget provision, be made without a fresh 
expenditure sanction. The bill for the subsequent payment, 
besides, containing a reference to this e-xpenditure sanction 
should also contain a reference to the number and date of 
the voucher under which the first payment was made. 

VIII. — Special Rules for Works Expenditure. 

54. Special rules for regulating administrative approvals 
sanctions to expenditure on works are contained in the 
Public Works Financial and Account Rules and other depart- 
mental regulations. 
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CHAPIBR V. 

Establishment. 

Alterations of Establishment. 

55. All proposals for additions to establishment, whether 
permanent or temporary, or for any increase in the emoluments 
of existing posts, should be scrutinised with the greatest care 
by Heads of departments and other authorities concerned. In 
^bmitting such proposals, the instructions contamed in the 
following paragraphs should be carefully observed. 

56. When the enterta inm ent of a new establishment or 
a change, temporary or permanent, is proposed in an office, a 
letter fully explaining the proposal and the conditions which 
have given rise to them, together with the proposition statement, 
if necessary under para 58, should be submitted to the 
competent authority. In this letter should be set out inter alia ' — 

(i) the present cost, either of the section or sections 

affected, or of the total establishment as the circum- 
stances of the case may indicate to be necessary; 

(ii) details of the pay of the post or posts and the number 

of posts which it is proposed to add or modify; and 

(iii) as accurate an estimate as possible of the extra cost. 

Notes: — 1. This involved cost of the existing or proposed establishment 
should be worked on the basis of the average cost of the posts 
and not on their minimum pay. If necessary, the cost of the 
proposed establishment on minimum rates of pay, the annual 
increase on account of mcrements, etc , may be mentioned in 
the covering letter. 

2 In determining the extra cost, alfowance, whether fixed or 
variable, should included, 

3. The authorities submitting the proposals should take into 
account any claims to pensions that may arise m consequence 
of their proposals with reference to Pensioi Rules and certify 
to their having done so in their proposals 

57. If the expenditure is proposed to be incurred in the 
current year, the proposals should show clearly whether it can 
ce met \vithin the grant or appropriation of the year. If the 
exj^nditure can be met by reappropriation a reappropriation 
siateinent should be submittted with the proposals. 
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'uu> ’fcE^ -iala, 'Ui Trnjjswalj^ 

arc made for revision of existing or the creation of new establish- 
ments (including all proposals which require the sanction ol 
Government), the letter explaining the proposals should be 
accompanied by a proposition statement in duplicate in Form 
G.A. 33 and' submitted through Accountant General who will 
verify the correctness of the statement. 

The details to be shown in proposition statement should 
be determined by the following principles: — 

(i) The proposition statement should relate to the 

section or part of the office affected by the pro- 
posals. As regards the other parts or sections of 
the office, neither details nor figures of total cost 
need be included. 

(ii) Where a section consists of both Class IV and superior 

servants, details need be given only of the class 
affected, if a saving of labour will result from the 
adoption of this procedure. 

(iii) Where the pay of any post, existing or proposed, 

rises from a minimum to a maximum by periodical 
increments, the average monthly cost, and not the 
actual or the commencing cost, must be given. 

(iv) The fixed allowances referred to in Note 2 below 

para 56 should be enlercdt in the proposition state- 
ment but the variable allowances need not be included 
therein. 

|Vofes — 1 The method o{ working out the average cost of establishment is 
given in Annexure A of this Chapter. 

2. The Proposition Stateinenls slioutd be sent to the Accountant 
General only in really coniplica^ cases, where the proposals 
emanate from the Head of the Department or the Government 
themselves 

Variation in Sanctioned Pay of a Post. 

59. The head of an office is not at liberty to re-adjust 
the pay of Government servants by giving one Government 
gfirvant more and another less than the sanctioned pay of his 
post; nor may'he distribute the pay of an absentee otherwise fban 
provided in the rules governing the service to which 
the Government servant belongs. But in the case of non- 
^azetted establishments divided into separate units or cadres 
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canying different scales of pay, there is no objection to excess 
appointments being made in a lower imit or cadre against an 
equal or greater number of vacancies left unfilled m the higher. 

Transfer of Office. 

60. Every transfer of charge of a gazetted officer should 
be reported by post on the same day to the Accountant General. 
The report should be made in Form G.A. 43, unless any other 
form has been duly authorised, and should be signed both by 
the relieved and relieving officer. A copy of the report should 
simultaneously be sent to the head of the department or other 
Controlling authority concerned. 

61. In cases in which the transfer of charge mvolves 
assumption of responsibility for cash, stores, etc., the following 
instructions should be observed: — 

(i) The cash book or imprest account in Form (G.A. 53) 

should' be closed on the date of transfer and a note 
recorded in it over the signature of both the relieved 
and the relieving officers, showing the cash and 
imprest balances, and the number of unused cheques, 
if any, made over and received by them respectively. 

(ii) The relieving officer in reporting in Form (G.A. 44) 

that the transfer has been completed should bring to 
notice any thing irregular or objectionable in the 
conduct of business that may have come officially to 
his notice. He should examine the accounts, count 
the cash, inspect the stores, count, weigh and 
measure certain selected articles in order to test the 
accuracy of the returns. He should also describe 
the state of the account records. 

(iii) In the case of any sudden casualty occurring or any 

emergent necessity arising for an officer to quit his 
charge, the next senior officer of the department 
present will take charge. When the person who takes 
charge is not a gazetted officer he must at once report 
the circumstances to his nearest departmental superior, 
and obtain orders as to the cash in band, if any. 

Date of Birth. 

62. Every person newly appointed to a service or a 
post under Government should at the time of the appointment 
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declare the <iate of his birth by the Christian era with as far 
as possible confirmatory documentary evidence such as a matri- 
culation certificate, municipal birth certificate and so on. If the 
exact date is not known, an approximate date may be given. The 
actual date or the assumed date determined under Rule 63 
should be recorded in the history of service, service book, or 
any other record that may be kept in respect of the Government 
servant’s service under Government and once recorded, it cannot 
be altered, except in the case of a clerical error, without the 
previous orders of the Government. 


Note — Heads of Departments are authonsed lo exercise this power in respect 
of non-gazetted Government servants under their control. 


63. (1) If a Government servant is unable to state his 
exact date of birth but can state the year, or year and month 
of birth, the 1st July or the 16th of the month, respectively may 
be treated as the date of his birth. 

(2) If he is only able to stale his approximate age, his 
date of birth may be assumed to be the corresponding date 
after deducting the number of years representing his age 
from his date of appointment. 

(3) When a person who first entered Military employ is 
subsequently employed in a Civil department, the date of 
birth for the purpose of the Civil employment should be the 
date stated by him at the time of attestation, or if at the time 
of attestation he staled only his age, the date of birth should 
be deduced with reference to that age according to the method 
indicated in sub-para (2) above. 

Note . — Cases in which the date of birth has been deduced from the age al 
appointment or attestation by any other method, need not be 
reopened. 


Leave Appiications. 

64. Subject to any special rules or orders issued by the 
competent authority, all applications for leave (regular leave 
only) should be submitted to the sanctioning authority concerned 
on Form G.A. 45. 


Notet—Leavo Accounts are to be maintained in Form GA 46 
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Annual Returns of non-gazetted establishments. 

65. Early in April each year, a detailed statement in 
Forms G.A. 34 and 35 of the permanent establishment existing 
on the 1st March, should be prepared by each head of office 
and transmitted to the Accountant General direct, as soon as 
possible, not later than the 15th May. The directions given 
by the Comptroller and Auditor General with regard to the 
form, preparation and submission of these returns are contained 
in Appendix Vn. 

Worp;— The detailed statement should be prepared in pro parts, one for 
permanent establishment including permanent and orticiating incum- 
bents of permanent posts and the other covering all tempnrarv 
posts in existence on the first of March 

Service Books. 

66. (1) At a fixed time early in the year the service 
books (Form G.A. 36) should be taken up for verification by 
the head of the office who. after satisfying himself that the 
services of the Government servant concerned are correctly 
recorded in each service book, should record in it a certificate 
tti the following form over his signature: — 

“Service verified up to (date) from (the record from 
which the verification is made)” 

The verification of service referred to above should be in respect of 
all service qualifying for pension whether pennanent,. provkional. 
temporary or officiating 

liviiructipits : — Officiating and temporary service and lea\c taken prior to 
first substantive appointment to a permanent post should be 
recorded in the Service Book of ali the Government servants 
and duly attest«l after verification. The Head of office 
should also invariably give therein nccessarv particulars %vi!h 
reference to Rules 187 and 188 cHhe Rajasthan Service 
Rules with a view to enable the audit office to decide later 
on by reference merely to such particulars vihether the 
temporary or officiating service will qualify for pension or 
not, for example in the case of officiating service the nature 
of vacancy in which the Goveramenl servant officiated and 
in the case of temporary service whether the temporary post 
was subsequently made permanent, should be stated. 

(2) 'The head of the office in recording the annual certi- 
of verification should, in the case of any portion of service 
mat cannot be verified from office records, distinctly state that 
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for the excepted periods (naming them) a statement in uiiting 
by the Government serv'ant. as well as a record of the evidence 
of his contemporaries, is attached to the book- 

When, hov.’ever. a non-gazetted Government ser\’ant 
is transferred from one office to another, the head of the office 
under whom he was originally employed should record in the 
service book under his signature the result of the verification of 
sen'ice, with reference to pay bills and acquittance rolls, in 
respect of the whole period during which the Government servant 
was employed under him, before fonvarding the sewce book 
to the office where the services are transferred- 

(3) ^Vhen non-gazefted Government servants are official* 
ing in gazetted posts, their service books should be kept by the 
head of the office to which each such Government servant 
permanently belongs, but when they are confirmed In such posts, 
their service books should be forwarded to the Accountant- 
General’s office for record. 

Service Rolls. 

67. Service Rolls (Form G.A. 37> for Government 
sers'ants, when they are maintained should be taken up every 
year for verification of service and record of necessary certificate 
in the manner laid down in Rule 66. 

Arrear Claims. 

68. Save as provided otherwise no claims to pay and 
allowances of a Government servant, which are not preferred 
within one year of their becoming due can be paid without an 
authority from the Accountant General. 

Note - — For Ihc purpose of ihrs ruk, the date on %\hjch the claim is presented 
at the treasuiy or anv other office of dishor'^etncnt should be 
considered lo the date on which it is preferr^ 

69 Claims of Govemment servants to arrears of pay or 
allowances or to increments, or in respect of any under- 
payments. which have been allowed to remain in abeyance for 
p period exceeding one year may not be investigated by the 
Accountant General, except under the special orders of 
competent authority. 

70. Claims against Govemment, which are barred by 
time under the provisions contained in the Indian Limitation 
Act of 1908 or under any other provisions o! law relating to 
limitation, should ordinarily be refused and no claim on account 
of such a time-barred item should be paid without the sanction 
of competent authority. The onus is upon the claimant tc 
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establish a claim to special treatment for 
and it is the duty of the authonty against which such a claim 
is made to refuse the claim until a case for other 
made out. All petty time-barred claims are to be 
forthwith and only important claims of this nature considerc 
It is the duty of the authority against which a claim is made to 
consider in the first instance the question of a time-bar bcioie 
submitting it to the Accountant General for the issue oi 
authority for payment. The Accountant General will refuse 
payment of all claims found to be time-barred until the sanction 
of competent authorities has been obtained. 


71. All petty claims of a Government servant more than 
three years old, other than those which affect his pension, and 
all such claims for whose delayed submission 
explanation is not forthcoming, should be rejected ^rthvntn 
In considering old claims recommended for sanction, the autho- 
rity concerned will also take into account the fact that it is 
normally not possible owing to the limited period of preserva- 
tion of records to audit claims more than 6 years old. 


72. The authority competent to authorise the investiga- 
tion of a belated claim should be told why the claim was not 
submitted when it became due. 

In respect of non-gazetted Government servants whose 
pay and allowances are drawn on establishment bills by the 
Heads of Offices, the responsibility for making claims rests on 
the latter and they should invariably see that all claims are 
presented within one year of their falling due. 

The time limits prescribed in these instructions should 
be calculated from the date on which the charge becomes 
payable. In the case of sanction accorded with retrospective 
effect, the charge does not become payable before it is sanctioned, 
the time limits should, therefore, be calculated from the date of 
sanction and not from the date from which the sanction takes 
effect. 


Notes: — I. A claim presented for payment one year or more after the 
date of pre-audit by the Accountant General will again require 
the sanction of the Accountant General for Us payment. 

2. The mere entering of a claim for leave salary in an establish- 
ment hill and withholding it for subsequent payment is not 
claiming it within the meaning of rule 68 

3. The one year’s limit referred to in rule 68 should be reckoned 
in the case of ira\elling allowance bills from the date of return 
to head quarters or from the Isl of the following month if tour 
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continues over (hat date: in the case of officiating pay from 
fte 6ate ot ftie rccdpt rf (he order sanctioning the promotion 
if the officiating pay h due for a past coropieted month oi 
months^otherwtsc from the following pay day; in the case of 
leave saiarly from the date of the order granting the leave and 
in other cases from the date on which a claim became fine to 
the date of its presentation at (he Treasury. In any case, 
however, in which an allowance has been claimed, but in conse- 
quence of some objection taken, payment has been delayed 
The Treasury Officer will not refuse to pay such bill if. when the 
objection is satisfied, the claim happens to have become more 
than one year oM. 

4 The period of one year referred to in rules 68 and 69 should 
be counted from the date when retrospective orders are issued 
by authorities sanctioning promotions and officiating arrange- 
ments which give rise to the arrear claims. 

5. In case where (he claim relates to a certain period but the 
orders under which the claim has arisen have been passed by 
the competent authority some lime after (he bpsc of the pericxJ 
to which the claims relate, (he period in such cases run from 
the date of orders of authority 

(j(y\emment of Rajasthan’s Decision. 

A large number of cases are being received in the Finance Depart- 
ment for concurrence to the entertainment of claims for pay and allowances 
etc. over 3 years old for investigation in audit, on account of_ Ihdr beliis 
bevond the powers of Departments of Government laid dowrv in. item 3-n 
Delegation of Financial Powers of (he Revised Schedule of Powers. As 
Audit is not in a position to undertake any detailed Investigation after the 
expiry of 3 years in respect of TA claims or 6 yean in respect of W 
claims and can exercise only a pn'ma facie check in respect of admissibilitr 
etc , of the rates and detailed items in such cases; there remains a risk of 
irregular and double payment In order, therefore, to guard against such 
payments all requests for entertainment of old claims and bills relating 
thereto must be supported by — 

(a) a certificate from the Head of (he Deptt or office as the case may 
be on the basis of available records i e. acquittance rolls, salary 
registers etc etc. that payment of the claim in question has not 
been made before 

(b) a certificate from the Government servant concerned in clear terms 
that he has not drawn the amount on account of the bill 
viously and 

(c) an indemnity bond in the following form duly stamped with a st^P 

Rs I /-executed by the Government servant concerned under- 
taking to refund over-payment of the same is detected later on 
FORM or INDEMNITY BOND 

I hereby promise to refund to the Government ^ 

'Ro'iacf'hon ttnv nmnimf tirtiifli imw tv» tnnnH tn have bCCH Pa™ ^ 


isajasinan anj* amount wnicn may ncreaiter oe rounu iw nave 

me in excess in respect of my arrear daim for (indica 

nature of pay and allowances) for the period from .to 


Witnesses:— Si^ture of the Government Servant 
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ANNEXURE A 
(See para 58} 

(Instructions regarding calculation of average cost) 

Audit Instructions. 

(1) Method of calculation of average pay of a post on 
a time scale of pay. — (1) in the case of gazetted appointments 
on time scales ot pay the following formula may be applied for 
ascertaining the average pay. — 

Arerage J 

Where A— Minimum pay, 

B=Maximum pay, 

R=Penod of rise, 

E=Average age at entry in tne grade, and 
F=:Average age at retirement on superannuation 
pension. This may be taken to be 55 m almost 
every case unless there are special reasons to 
take it either at a lower or a higher figure. 

(2) In the case of non-gazetted post on time-scales of 
P^y the following formula is to be applied: — 

^Vhe^e A=Mmimum pay, 

B=Maximum pay, 

R=Period of rise, 

E=A\erage age at entrj' in the grade, and 
F=Average age at retirement on superannuation 
pension. This may be taken to be 55 m almost 
every’ case unless there are special reasons to 
take it either at a lower or a higher figure. 

(3) In cases where one grade is the channel of promo- 
another grade, that is to say, where every body in 

\h f ultimately promoted to the second grade 

tne following formula may be adopted to fin d the average 
cost of appointments in the first grade. 

A'eraje I OOo-i^®j] 
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“Where A=Mmimum pay, 

C=Pay just before promotion to the second grade, 
S=Period of rise from A to C, 

E=Average age at entry in the first grade, and 
G=Average age at the time of promotion to the 
second grade. 

(4) The following formula should be restricted to cases 
involving an elaborate scale, consisting of two or more sections 
with efficiency bars at one or more stages: — 

Average Pay=^ (A+WiBi-f- W^Bj-f-XiCi+XaCj) 

Where A=The initial pay of the scale, 

BiBj=tlie maximum pay of the different sections 
of the scale such as the ordinary Scale 
the scale for passed clerks, 

Wj,,Wjsthe proportion of the establishiaent which 
would normally reach the maxima of 
Bi.Bj respectively, 

Ci,C 2 =the pay at the different efficiency bais, and 

Xi.Xjsthe proportion of the establishment which 
Would normally be detained at C],Cj 
respectively- 

In connection with a proposal for revision of pay of 
inferior Government servants in an office, a question was raised 
whether in calculating the average cost any of the formula, and 
if so, which prescribed in the Audit Instruction above, should 
be applied. Formula (2) seemed to be the appropriate one but 
there was some doubt as there was no limit to the age at entry 
of inferior Government servants and that at retirement also 
would vary. The Auditor General has decided that formula (2) 
is the appropnate formula to be applied in the case. As the 
service of the inferior servants m the office is local the average 
age at entry should be worked out by taking the ages at entiy 
oi a\l the infeiior servants in serrice at the lime and dividfeg 
the total by the number of inferior servants in the establishment. 
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Receipt of Government moneys and its custody and 
payvnents of such moneys into the treasuries. 

I. — General Rules 

General Instructions for Handling Cash. 

73. Moneys tendered* as dues of the Government or for 
deposit in the custody of the Government shall not pass 
through the hands of a departmental officer unnecessarily. 
Direct payment into the treasury or into the Bank by the person 
who tenders such money shall be insisted on, and direct payments 
arranged whenever this is practicable. 

74. Save as otherwise expressly provided m these Rules 
or in any authorisedi departmental regulations the following 
rules shall be observed by all Government officers who are 
required to receive and handle cash: — 


(i) Every officer receiving money on behalf of the 
Government should maintain a cash book and a 
register of Money Orders, Cheques, Drafts etc. 
received in Form G.A. 51. 


Sate.— Terms of Cash Books prescribed are 0) G A. 48 (General), (ii) G A 49 
(for works expenditure) (lii) G.A. 50 (for offices having large 
receipts, private funds etc. etc.) 


(ii) All monetary transactions should be entered m the 
cash book as soon as they occur and attested by the 
head of the office in token of check. 


(iii) The cash book should be closed regularly and com- 
pletely checked. The head of the office should 
verify the totalling of the cash book or have this 
done by some responsible subordinate other than 
the writer of the cash book, and initial it as correct. 


(iv) At the end of each month, the head of the office 
should verify the cash balance in the cash book and 
record a signed and dated certificate to that effect. 
The certificate should also be recorded on the 
monthly cash account, primary abstract or accounf 
current, where such account, abstract or account 
current is required to be submitted to the Accountant 
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General. Such certihcates must ^ sj^ed by the 
head of the office who should invariably date the 
signature. 

(v) When Government moneys in the custody of a 

Government officer are paid into the treasury 
or the Bank, the head of the office making suc± 
pajments should compare the Treasury Officer’s 
or the Bank’s receipt on the challan or his pass 
book with the entry in the cash book before 
attesting it, and satisfy himself that the amounts 
have l^n actually credited into the treasury or 
the Bank. When such payments are appreciable, 
he should, as soon as possible after the end of the 
month obtain from the treasury a consolidated 
receipt for all remittances made during the 
month which should be compared with the postings 
in the cash book. 

(vi) An erasure or over-wTiting of an entry once 

made in the cash book is strictly prohibited. K 
a mistake is discovered, it should be corrected 
by drawing the pen through the incorrect entry 
and inserting the correct one in red ink between 
the lines, the head of the office should initial 
erety such correction and invariably date his 
initials. 

(vii) A Government officer who handles Government 

money should not, except with the special sanction 
of the Government under Rule 6, be allowed 
to handle also in his official capacity money which 
does not belong to the Government \STiere- 
under any special sanction, a Government officer 
deals with both Goverainent and non-Govemment 
money m ins official capacity, the Government 
money should be kept in a cash bo.x separate 
from the non-Govemment money and’ the transactions 
relating to the latter should be accounted for in a 
separate set of books and kept entirely out of the 
Government account. 

(\iii) The employment of peons to fetch or cany money 
should be discouraged. Wien it is absolutely 
necessary to employ a Class IV sen’ont for this 
purpose, a Goveramait serv’ant of some length of 
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service and proved trustworthiness should only 
be selected and, in all cases, when the ainount 
to be handled is large, one or more guards should 
be sent to accompany the messenger. 


Noll -The duties imposed by clauses (li) to (vi) of this rule on the head of 
the office may be entrusted to a subordinate gazetted officer 
nominated by the head of the office for the purpose 


74A, The following instructions relate to the maintenance 
of cash books (Form GA 50) by officers permitted to handle 
private funds with the sanction of Government vide Rule o 

(i) Accounts of funds belonging to private persons and local bodies 
should be kept entirely separate from those of 0°"'""’'." .Sd 
For this purpose a sepatate cash book for private 
be maintained on etactly the same lines as the main ca 
tor Government moneys Private money should be kept m a 
separate cash bos and not mired up with Government money 

(it) All cheques received by post and all money 

immediately entered first in a tegistet in Form O A 51 and then 
in the cash book under the initials of Heads of the office or 
institution. 

(iii) The Head of the office or institution should ke'P Ih' 

his personal custody and should cash them as so * , , 

men? has been atra'nged. The amounts shouM b= 
same day as the cheques are cash^ It any tiayee after aue 
notificati™ is absent on the day of d'sburaement. his money shouU 
be sent by money order the same day as the cheque is cashed. 

(iv) Bills of local firms should be paid in the presence 

office or institution. As tegaids outside firms r"oney otd«s 
should be sent the same day as the cheques are cashed under the 
signatures of the Head of office or institution 

(v) The Head of the office or institution should as far as possib’e 

entrust the work connected with pnvate funds to accounts 
clerk who will have furnished a security in respect of Government 
funds placed in his charge. 

(vi) All amounts received in cash shouU be entered in the proper cash 

book immediately on their receipt and the aments deposited as 
far as possible on the same day m the Post Office Saving> Bank 
or in any of the Scheduled Banks located at the place 

(vii) Private moneys taken as deposits or securities and refundable to 

the private persons should be deposited in the Post Office Savings 
Bank and the pass-book should be hypothecated m favour of the 
Head of the office or institution. 



Rules 74A-78 


44 


Chapter VI 


(via) All officers concerned should supervise the accounts of private 
money as suictly as those of Government funds as they are 
personally responsible for their custody and disbursement. 

CuUody of Cash in Departmental Chests^ 

General Rules. 

75 (1) Save as hereinafter provided. Government money 

not in the custody of a treasury or the Bank shall he kept 
m strong treasure chests secured by two locks of different 
patterns. All the keys of the same lock shall be kept in the same 
person’s custody, and as a general rule, the keys of one lock shall 
be kept apart from the keys of the other lock and in a different 
person’s custody whenever practicable. The chest shall never be 
opened unless both the custodians of the keys are present. 
When there is a police guard, the officer in charge of such guard 
shall hold the custody of the keys of one of the locks, and he 
must always be present when the chest is opened and until it is 
again locked. 

(2) Heads of Departments may authorise a departure 
frpm the letter of this rule in any individual case in which 
either the amount of cash handled by the departmental officer, or 
the extent of insurance provided by any fidelity guarantee policy 
taken out by the office cashier, or any other special consideration, 
may be held to justify the adoption of a simpler and less costly 
arrangement without impairing the safety of Government 
money. 

76. The duplicate keys of departmental treasure chests 
of the Public Works Department may, at the discretion of 
the Divisional Officer, be placed under his seal in the custody 
of the Treasury Officer. In the event of this practice being 
adopted, a duplicate key register shall be maintained and once 
a year, in each April, the keys must be sent for, examined and 
returned under fresh seal to the Treasury Officer, a note being 
made m the register that they have been found correct. 

77 When departmental cash chests are lodged in the 
treasury for safe custody, the keys of such chests must be 
kept with the departmental officer concerned who, and not the 
Treasury Officer, will be responsible for its contents. 

Receipt of Coin. Notes, etc. 

78. Government dues or other moneys ^receivable on 
Government account may ordinarily be realised in legal tender 
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coin or notes only. The conditions of legal tender and the 
ccirency of the various denominations of coin and notes are 
governed by the instructions embodied m the Treasury Manual. 

Cheques tendered in payment of Government Dues. 

79. (1) (a) At places where the cash business of the 
treasury is conducted by the Bank, cheques on local banks 
may be accepted in payment of Government dues, or in settle- 
ment or other transactions \Wth the Government, if the cheques 
haw been crossed by the drawer or the acceptance of uncrossed 
cheques in that class of transactions has been permitted by the 
Government. Until, however, a cheque has been cleared the 
Government cannot admit that payment has been received and 
consequently final receipt shall not be granted when a cheque 
is tendered. A receipt for the actual cheque only may be given 
in the first instance, but if a person making payment in this 
maimer so desires, a formal payment receipt shall be sent to his 
address after the cheque has been cleared. Collection charges 
of the Bank, if any, will be recovered by or under instructions 
of the Bank from the party presenting the cheque. 

The preliminary acknowledgment of the receipt of the 
cheque will be given in the Form (GA 79) below; — 

“Received cheque No. for rupees 

— —drawn on 

on account of ” 

(b) In the event of a cheque being dishonoured by the 
hank on presentation, the fact shall be reported at once 
to the tenderer with a demand for payment in cash, but the 
^°'’^^nient cannot accept any liability for loss or damage 
'yhich may possibly occur as a result of delay in intimating that 
toe cheque has been dishonoured. 

A/ofe;— When a cheque is dishonoured the accompanying chalhn will not be 
returned by the receiving Bank but will be retained and destroyed 
in due course, only the dishonoured cheque will be returned to the 
p^enter and preliminary acknowledgment of the receipt of the 
cheque or the paper token received back from him 

(c) \Vhen Government dues which are payable by cer- 
dates are paid by cheque, the person desiring to make 

uch payment in this manner without risk must take suitable 
P ecautions to ensure that his cheque reaches the treasury or 
e receiving office at the latest on the working day preceding 
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the date on which the payment is to be made. Cheques 
received on the last day of payment of Government dues may 
be refused at the discretion of the officer to whom they aie 
tendered and' those received later will not be accepted. 

Note - — The lenn ‘Local hanlwS* as used in ihis rule means banks in ihe 

Station in nhich a Bank treasury is situated. 

80 Demand drafts shall not be distinguished from 
cheques for the purpose of these Rules and, provided that the 
cheque is honoured on presentation, payment shall be deemed 
to have been made — 

(1) if the cheque is handed over to the Goverament’s 

bankers or to a Government officer authorised to 
recei\'6 money on behalf of the Go\’eniment, on 
the date on which it is so handed over; or 

(ii) if it is sent by post in pursuance of an mstniction 
to make payment by ^st, on the date on which thP 
cover containing it is put into the post: 

Provided that where a cheque is marked as not payabV? 
before a certain date, the payment shall not be deemed to hav< 
been made until the dale on which it becomes payable. 

Note . — The provisions of clause (ii) above apply tnutoiit mutandis lo pay* 

ments made to the Government by Postal Money Order or by any 

other recognised mode of rcmiuiog money by posL 

Grant of Receipt to the Rrtyer. 

81. (DA Government officer receiving money on be- 
half of the Government must giv'e the payer a receipt. The 
receipt shall be signed by a duly authorised officer who shall 
satisfy himself at the time of signing the receipt and initialling its 
counterfoil that the amount has been properly entered in the 
cash book. 

(2) Where money is realised not in cash but by recoveiy’ 
from a payment made on a bill setting forth full particulars 
of the deduction, a receipt may be granted only if specially 
desired by the payer, the fact of the recovery having been 
made by dedcrefion from ffie bi?/ being efearfy recorded on 
the receipt. 

(3) All receipts must be written in figures and in words. 
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Form mid Custody of Receipt Books. 

82. Receipt books in machine-numbered Form (GA 55) 
may be obtained from the Government Press. This standard 
fonn shall be used by all Government officers receiving money 
on behalf of the Government unless any special form of receipt 
is prescribe by departmental regulations to suit the convenience 
of any particular department or office. 

Form G.A. 56 has been prescribed for use m the Education 

Department. 

83. The blank receipt books must be kept under lock 
key in the personal custody of the officer authorised to sign 

the receipt on behalf of the Government. 

, . Before a receipt book is brought into use, the number 
therein shall be counted and’ the result 
nf ^ ^ conspicuous place m the book over the signature 
nf officer in charge of the book. Counterfoil 

sea receipt books shall be kept in his personal custody. 

Issue of Duplicates or Copies of Receipts. 

. No Government officer may issue duplicates or 
*’c^ipts granted for money received on the allegation 
necessity arises for 

cn a document, a certificate may be given that on a specified 
ay a certain sum on a certain account was received’ from a 
Person. This prohibition extends only to the issue of 
piicates on the allegation that the original have been lost, and 
apply to cases authorised by these rules or by special 
j Government in which duplicates have to be 
P spared and tendered with originals. 

Departmental Regulations. 

. Subject as provided in this section, the detailed pro- 
ure to be adopted in any particular department of the Govera- 
regard' to the realisation of Government dues and 
y niing of receipts for the monw realised may be prescribed by 
aepartmental regulations. 

B — Procedure for paying money in the Treasuries. 
Payment of Money. 

• 87. Payments of money into the treasury or the Bank 
3y ordinarily be made only in cash; but cheques, bank pay 
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orders and bank credit challans will also be received for credit 
la the Consolidated Fund of the State and/or Public Account 

88. Whenever under the provisions of sub-rule (2) of 
Kufe 7 of the Treasury Kufcs money received on account cf the 
Consolidated Fund of the State and/or Public Account, instead 
of being paid into a Treasury or the Bank, are utilised to meet 
departmental payments, the gross receipts and the payments 
made therefrom shall entered as receipts and expenditure in 
any record that may be kept of the payments into and with- 
drawals from the Treasury, and accounted for to the Accountant 
General. If the receipts are in excess of payments made, the 
excess shall be remitted to the treasu^ or the Bank, as the case 
may be, and save where it is otherwise provided in these rules, 
the officer making such remitlanoe shall note on the memorandum 
or challan the full account of cash actually received by him, and 
per contra, the expenses disbursed therefrom, and not merely 
the net receipts. 

When a departmental officer remits a cheque to the 
treasury or the Bank fa adjustment of departmentaf receipts 
temporarily appropriated for departmental payments the parti- 
culars of the cheque shall be noted on the chahan or renullance 
note. 


89. An officer remitting a cheque to the treasury or to 
the Bank for transfer credit to (he Qinsolidated Fund. of the 
State or public Account roust endorse the words “Received 

payment by transfer credit to (a) 

on the document. The officer 

who endorses a cheque in blank shall be held primarily respon- 
sible for the loss if by any chance such a cheque is paid in cash. 

(a) "Hie head of account to ».hich the amount of cheque is creditaWe 
should be inserted here 

90. Cash will not be received by Treasury Officers from 
officers of the Government for supplies of services postage 
stamps such supplies being regulated by the procedure laid dotm 
in rule 240. 


Mernoran^um or Challan. 

91. Subject as otherwise provided in these Rules, or 
unless the Government in relation to any particular class of 
transactions direct otherwise, any person paying money int^i 
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a treasury or the Bank on Government account shall present 
wlh it a memorandum (or Challan) in Form G. A. 57 ^owmg 
distinctly the nature of the payment, the person or Govern- 
ment officer on whose account it is made, and all the mforma- 
tion necessary for the preparation of the receipt to be 
in exchange, for the proper account classification of the credit 
and, where necessary, for its allocation between Governments 
and departments concerned As far as possible, separate 
challans shall be used for moneys creditable to different heads 
of accounts. 


Whei» revenue collected at outlying staQons is pemutted to 
remitted to treasuries by means of money order, no challan will be 
required, but the amount of the money order may be adjusted by 
book transfer on a receipt signed by the Postmaster. 

92. (a) Except as otherwise provided in these Rules, 
Challans shall be presented in duplicate. 

(b) When money is paid by a private person i^o a 
Treasury located in the same place as the departmental officer 
concerned' with the payment, the Challan will, before presenta- 
tion to the Treasury, be signed by the departmental officer to 
whose account the money is to be credited. 

93. In circumstances other than those specified in clause 
(h) of Rule 92, and wherever, the person paying money is 
required to tender to the departmental officer concerned a 
receipted copy of the Challan in support of the amount having 
wen paid into the Treasury, the Challans will be presented in 
triplicate, the third copy being intended for being submitted to 
the departmental officer. 


— !• A special form of challan has been prescribed for the payment 
of Income-tax into treasuries. The portion which is marked 
“Original” should be sent to the Income-tax Officer concerned 

— 2. Special forms of challans have also been prescribed for Agricul- 
tural Income-tax and Sales-tax as well as for Examination Fees 
creditable to the Rajasthan Public Service Commission. 


— 3. Save where any other arrangement has been authorised by the 
Government for the supply of challan forms, printed forms ot 
challans. which will be bilingual. mU be supplied by the Treasury 
Officer free of charge. 

Nat.-4. A special Form ot chaUan in Form RPGT S. tas been 

tor the payment of Tales on Passengers and go^s under me 
Rajasthan Passengers and Goods Taxauon Rules, ivjv. 
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94, At places where Ibe cash business ot tbs treasmy is 
conducted by the Bank, tbc cbaUan must be presented, to tis 
Treasury Officer ^vho will haw it enfaced wth an order to tb: 
Bank to receiw the money and to grant a receipt 

^’o!e . — record of all challaos h&ued should be tepi in Fbno GA 5? 
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CHAPTER VII 

Withdrawal of Funds from the Treasury. 

L— Qaims for Withdrawal. 

Mode of Withdrawal. 

95. Save as otherwise specially provided in these I^les. 
money may not be withdrawn from the Consolidated Ftmd 
of the State and/or the ^blic Account except by presentation 
of bills. The purposes for which and the conditions under 
whi^ money may be drawn by cheques arc speciFied in this 
and sub^uent Chapters of these Rules. 

Explanatton.—A bill is a statement of claims against the 
Government containing specification ot 
the nature and amount of the claim 
• cither in gross or by items, and includes 

such a statement presented in the form 
of a simple receipt. 

A bill ot a cheque becomes a voucher 
when it is duly receipted and stampeil 
"paid\ 

Presentation of Claims. 

96. Save as hereinafter provided, all bills or cheques in 
payments of claims against the GoVittiinent shall be presented 
St the treasury, or at an authorised office of disbursement duly 
f^ccipted, and stamped where necessary. 

At places where the cash business of the treasury is con- 
ducted by the Bank, this rule shall apply subject to the rules 
gON’cming the working of Sank treasuries. 

97. Except as expressly provided in these Rules, or 
otherwise specially ordered by the Finance Department as 
the Collector may arrange locally in special cases fof particular 
classes of claims, no bill or cheque tnay be presented at a sub- 
^5^ry without being first submitted to, and the payment 
directed by, the Trtasury Officer: 

Provided that where under the provisions of these Rules 
Of under any special order of the Collector, a sub-treasury is 
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permitted' to cash a certain class of bills or cheques without 
the orders of the Treasury Officer, the payment of such bills 
or cheques shall not, except under special arrangement and on 
particular occasions, be made at the district treasury also. 

Note . — ^Payments which have to be made at Sub-treasuries may be arrM^ 
by obtaining cash orders or Bank drafts issued by the district 
treasury in accordance with the provision ol the rules in the 
Treasury Rules. 

98. When a person not in the Government employmentx 
claims payment for work done, service rendered, or articles 
supplied, such claims shall, unless there are express orders of 
the Government to the contrary, be submitted through the 
head of the department or other responsible Government 
Officer under whose immediate order, the service was done 
or the equivalent was given for which payment is demanded. 

Note . — Payments to pensioners are governed by special rules prescribed ia 
Treasury Manual. ' 

99. Unless in any case the sanctioning authority directs 
otherwise, all bills for grantsdn-aid, contributions, etc., to 
local bodies, religious, charitable or educational institutions 
and other non-Govemment bodies or persons shall be presented 
for payment either through some responsible Government 
official, or after they have b^n countersigned by him. 

Arrear Claims 

100. No claims against the Government notprefened 
within six months of their becoming due can be presented 
without an authority from the Accountant General. 

Notes.— \. This rule docs not apply fo claims of Rs. 5 or less which are 
preferred within one year of their becoming due nor docs it 
apply to payments of claims on account of pensions, nor to 
payments of interest on Government securities or any other class 
of payments which are governed by special rules or orders. cf 
the Goveminent 

2. See also Rules 68 to 72. ' . • . ' 

Payment through Private Bankers. ' ’ - 

101. In every case in whichJt is deemed necessary to 
utilise the agency of a bank or of -a private banker for dis- 
bursement of any claims due by the Government, such clauns 
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shall, unless there are express orders of 

the contrary, be presented m accordance with the p^dure 
prescribed in these Rules for presentation of claims at a 
Govemment treasury. 

Genera! Insiructiom regarding the preparation 
and form of Bills. 

102. The following instructions with regard to the pre- 
paration and form of bills shall be obser\'ed. 

(i) Printed forms of bills in Hindi or Engluh or 

bilingual should be adopted as far as possible, 

(ii) All bffls must be filled in md signed in i^. ’^e 

amount of each bill should, as far as whole 
are concerned, be written m "'ords ^ weU as in 
figures. The fractions of a rupee rnay, 'jpw'ver, 
be written in figures after the wor^ s* 3 tog the 

number of rupees. Si K 

fraction of a rupee, the word only should be 
inserted after the number of 

should be takeu to leave “o spare for mtei^lation 
as in the following examples: R»f«« O'*"'!’ 
only", “Rupees twenty-five, •I4h • 

(Hi) All corrections and alterations in the total of a bill 
should be attested by the dated f 

person signing the rraipt as many times as such 
corrections and alterations are made. 

Erasures and overwritings in My biU are 
forbidden and must be avoided; . 
be necessary, the incorrect entry should 'm tian^iua 

S^atlyta redink and the ‘SSmed 

Each such correction, or any intenmlatmn dremeo 
necessary should be authentiratrf by J*™™"- 
officer setting his dated signatures against each. 

Sass'Si^ca&ldX 

' as%ractoWe,°fc all^tion Utween departments 
1 or Governments, where necessary. 
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(v) Charges against two or more major htf^s of acrount 

should not be included in one bill, obt the Trea- 
sury Officer or any other disbursing officer wu lirt 
take exception to a bill on this ground, unless the 
items require different action in his office, such as 
entry in different registers. 

This rule does not apply to the allowances of a Govern- 
ment servant drawn with pay, as m such cases 
the whole of the allowances, even if belong!^ to 
two or more major heads of accounU, should be 
drawn on a single bill if Qcbitable wholly to the 
State or Antral Government. 

(vi) When bills arc presented on account charges 

incurred under any special ordc^'S^ the orders 
sanctioning the charge should be quoted. Copies 
of sanctions accompanying a bill niust be duly 
certified by a gazette officer or by a , 
subordinate specially authorised in this behalf by 
the head*of the office. 

This rule does not authorise a Treasury tffheer of any 
other disbursing officer to refuse payment of a bill 
on the ground that the charge has not been sanc- 
tioned. The responsibility for incumng unsanc- 
tioned charges rests wdlh the drawing officer. 

(vii) Dates of payment should when possible be noted 

by the |»yees in their acknowledgments in sub- 
vouchers, acquittance rolls, etc. If for any reason 
such as illiteracy or the presentation qf receipts in 
anticipation of payment it is not possible for the 
dates of payment to be noted by the payees, the dates 
of actual payment should be noted by disbursing 
officers on the documents under theif initials, cither 
separately for each payment or by groups, as may 
be found convenient. 

(viii) When the drawing officer requires payment to be 
made through some other person or agency he must 
specifically endorse an order or furnish such 
authorisation as may be necessary to pay to that 
specified person or agency. 

When the Drawing Offe*r desires to draw m^cy 
through a messenger, who is an employee of omcc, 
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he should invariably record a separate and clear 
authority in the following manner to receive payment 
on his behalf on. the body of bill. 

Pay to (Designation) 

whose specimen si^autre below is hereby attested. 

1. Signature of messenger. 

2. Signature of Drawing Officer. 

Note . — ^The above cndoKcmcnt should not be combined with other endorse- 
meats on the bills as for example; — 

“Receiv^ Payment” or “Received contents" usually recorded 
by tbe drawiog Officer at the end of the bill. In offier words 
the drawing, officers discharge should be quite independent from 
the authoniy to receive payments on bis behalf 

(tx) Whea the payment is desired wholly or partly by a 
Bank drafts a formal application for the draft should 
accompany the bill and the manner in which pay- 
ment is desired! should also be indicated in the 
drawer’s receipt on the bill. See also rule 226. 

(x) When it is desired that either the whole or a part 

of the amount of a bill should he remitted to a person 
or persons by Postal Money Order, the bill should 
be accompanied by a properly prepared Money 
Order form or forms, as the case may be. The 
amount of the Money Order as well as the amount of 
commission due thereon should be shown as 
deductions in the bill. The purpose of the Money 
Order must be briefly stated on the acknowledgment 
portion of money Order form in continuation of the 
entry “Received the sum specified on the reverse on 

sufficient space being left below the 

manuscript entry thus made for the signature or 
thumb impression of tlie payee. 

— A register of payments by Money Orders should be kept in Form 
G.A. 103. 

(xi) All bills before sending them to the treasury for 

payment or to the Accountant General for pre-audit 
should be- assign^ a number by entering them in 
a Bill Register to be maintained in the prescribed 
form (Form G. A. 59). 
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103. Pies shall be eliminated from amounts payable on 
a bill, where this is required und» the provisions of Rule 433. 

Special Instructions applicable to Particular 
Kinds of Claims. 

104. The forms prescribed for the preparation of bills 
relating to various classes of claims such as pay and allowances 
of Government servants, contingencies, pensions, etc., and the 
procedure to be observed in the presentation of such claims, 
are specified under relevant heads in subsequent Chapters. 

Signature and Countersignature on bills. 

105. Unless the Government have expressly authorised 
it in the case of any specified office, no payment may be made 
on a bill or order siOTcd by a clerk instead of by the head of an 
office, although in me absence of the latter the clerk may be in 
the habit of signing letters for him. Nor may any money be paid 
on a bill or order signed with a stamp. When the si^ature 
on a bill is given by a mark or seal or thumb impression, it 
shall be attested by some known person. 

106. The head of an office may authorise any gazetted 
officer serving imder him to sign a bill or order for him, 
communicating the name and specimen signature of the officer 
to the disbursing office concerned. This will not, however, 
relieve the head of the office, in any way, of his responsibility 
for the accuracy of the bill or for the disposal of the money 
received in payment. 

107. Bills requiring previous coimtersignature shall not 
be presented at a disbursing office before such countersignature 
has been obtained. 

103. Bills which under any rule or order require to be 
pre-audited by the Accountant General before disbursement 
shall not be presented to the Treasury Officer except through 
the Accountant General. 

Duplicates and Copies of Bills etc. 

109. (1) No Government Officer may issue duplicates 
or copies oi bills or other documents for the payment of money 
which has already been paid, on the allegation that the originals 
have been lost. If any necessity arises for such a document, 
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a certificate may be given that on a specified day a certain sum 
was paid to a certain person. This prohibition extends only to 
the issue of duplicates on the allegation that the originals have 
been lost and does not apply to cases if any, m which, by any 
rule or order, duplicates have to be prepared and tendered with 
the originals. 

(2) In case of a bill passed for payment at a treasury but 
lost before payment, the Government Officer who drew the 
original bill shall ascertain from the treasury that payment has 
not been made on it before he issues a duplicate thereof. The 
duplicate copy, if issued must bear distinctly on its face the 
wordi ‘duplicate’ written in red ink. The fact that a duplicate 
bill has been issued shall be immediately communicated to the 
Treasury Officer with instructions to refuse payment on the 
origmal bill if presented. 

(3) When any kind of bill is required in duplicate or 
triplicate, only one copy shall be signed or countersigned in 
full and the other copy or copies may be only initialled. If 
the pTjsvious audit of the Accountant General is required only 
the original copy shall be sent to that anthority. 

Stamps for Receipts. 

no. Receipts for all sums exceeding Rs. 20 must be 
stuped unless they are exempt from stamp duty in accordance 
with the provisions of Stamp Act as applicable to Raiasthan. 
(See Annexure A to this Chapter). 

Note . — In determining whether the receipt obtained jn respect of an amount 
drawn on a bill preferred against Gosernment should be stamped 
or not, the gross amount of the bill and not the net amount payable 
should be taken into account, unless the receipt is exempted under 
the exceptions referred to above. 

Cheques. 

111. Save as expressly provided in these Rules, no person 
is authorised to draw on a treasury by means of cheques with- 
out special order of the Government and before he has been 
placed in account with that treasury by the Accountant General. 

112. (1) Subject as hereinafter provided in this rule, 
cheques shall be drawn on forms in cheque books supplied by the 
district treasur)' to the disbursing officer concerned. 
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Cheque books required for use on the Bank shall also be 
obtained from the treasury and not from the Bank. 

(2) Drawing Officers of the Union Government e.g. 
those of the Defence, Railway and Posts and Telegraphs Depart- 
ments shall obtain their supplies of cheque books imder their 
departmental arrangements. 

113. The Treasury Officers shall supply a cheque book 
only on receipt of the printed' requisition form which is insert^ 
in each book towards the end and never more than one cheque 
book on a single requisition. T^e requisition must be signed by 
the officer authorised to draw on the treasury'. 

114. A separate cheque book shall be used for each Bank 

or sub-treasury except by offices using cheque perforating 
machines. Cheque from books obtained for use on a particular 
Bank/sub-treasury shall not be drawn on other Bank/sub- 
treasurics. j 

number of each cheque book issued from time to time and 
the cumber of cheques it cocteios toother s\-iih full particulars of 
the drawing officer shall also be intimated by the Treasury Officer 
simultaneously to the Bank/sub-treasury concerned.” 

115. The drawing officer shall notify to the Bank/ Sub- 
treasury upon which he draws the number of each cheque book 
which from time to time he brings into use and the number of 
cheques it contains. In the case of sub-treasuries, the advice 
shall ordinarily be sent through the district treasury; but in cases 
of emergency, it may be sent direct to (he Sub-treasury Officer, 
a copy being forwarded simultaneously to the Treasury Officer. 

The special procedure set out above may be extended 
mutatis inuiwidls to cheques of any other drawing office in 
which the use of cheque-perforating machine may be introduced. 

"Wore.— Tne tfsad^^suo-lreasuiy ia^ compare tne nmiioer di doKpie 

and the number of cheques it cootains intimated b> the drawiag 
officer with the particulars intimated by Treasury Officers under 
rule 114". 

116. Cheque books shall on receipt be carefully examined 
by the dravving officer who should count the number of forms 
contained in each and record a certificate of count on the fly- 
leaf. 
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in Bsforc a cieaue book is brought into use, all the 
chequl tonkin it shall be marked ’"rre^ts' 

Cheques drawn ^1! rrom™'-o5e drawn 

shaU be distinguished by a ^unt on that 

!’i^",y"rdtSo‘?rot“i«wn ty himilf on any other 
lieasury or sub-treasury. 

118. Each cheque book must be kept J°-J^“tL'n 
in the personal Sstody of «»= d«wing offiar whOj^wb-n 
relieved, Sail take a receipt for the exact number o ^ 
made over to the relieving officer. 

119. The loss of a cheque 

shall be notified promptly to *<= ^c^nnt 

the disbursing officer concerned has a drawing a 

120. AU cheques shall have "'"}.‘f?/j“°excess'of^hat°for 

at right angles to the type a sum a ht thirty only" will 

which they are granted; thus ^20, but less 

mean that the cheque is for a sum bot les hundred only" 

thanRs. 30; andlimilarly “under mp«s 

will mean that it is for less than Rs. 8W bu j,ills in 

The amount shall be written m the as “eleven 

clause (ii) of Rule 102 and no ^‘gsible 

hundred" for “one thousand one hundred is perm 

5W.-I1I tiraviiig or ctshieg a cheque 11 inlr 

common lorni ot Iraud gnosis an V U-e 

•■lour" by preMng an 'T’ and •tcenp' 

figures bring easily altered to ^ charged into ‘jssent> 
Ts-ritlen carelessly has also som-Um- ^ shonlJ. 

The dras^crol a th. ^ 

therefore, so wnls thsni as to mak - „ n-ds and corrc^pondirrs 
Treasury Officer should eumine the ^ords ana cor 

figures with sperial caie. 

121 (1) Cheques drawTi in favour of 

and departments in settlement of Government dues shall > 
be crossed “A/c payee only — not negotiaDie . 

(2) In the absence of a specified 
from the payee, cheques drawn m favour of ^ 

firms or private person shall also be crossed ^ ao!^d 

i nstructions received from the pa>-K, ^(^^.^“’.jj^h^addition 

of the words "Not negotiable” betv.'cen the crossing. Wh-r^ 
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{he payee is believed to have a banking account, further pre- 
cautions shall be adopted where possible by crossing the ch^ue 

specially (instead of by the General crossing “ 

& Co.”) by quoting the name of the bank through which the 
payee will receive payment and by adding the words “A/c payee 
only—not negotiable”. 

This rule shall apply to all cases where use of crossed 
cheques is prescribed. 

Nole . — The procedure prescribed in this rule applies mutaih muiundU to 
ladian Postal Order used for remittance of money on Government 
account. 

Exception . — Cheques preferable at a treasury for payment 
arc flon-flcgotlable instruments and should 
not therefore be crossed. 

122. (1) Every cheque in favour of a Government officer 
must' be made payable to order only; but when the payee is 
not in Government service, the drawer may, at his rwuest 
make the cheque payable to bearer. The Treasury Officers 
will, therefore, cash cheques payable to “A.B. or bearers” 
except when A.B. is a Government officer. If a cheque pay- 
able to a person not in Government service “or bearer” or pay- 
able to such person or to such person “or order” is presented, the 
Treasury Officer may decline to pay it, if he is unable to satisfy 
himself of the identity of the person claiming payment, or, in the 
case of a cheque payable to order, of the regularity of the 
endorsement, if any, by which such person has become the holder 
of the cheque. 

(2) Ordinarily a cheque payable to order shall not be 
cashed by the Treasury Officer unless it is receipted by the payee 
himself or other person in whose favour it is regularly endorsed 
for payment. In special cases, when the bead of an office is 
unable himself to receipt cheques payable to his order, owing to 
his being absent on tour or for other causes, and when he consi- 
ders that strict compliance with the ordinary rule will cause 
inconvenience, he may specially authorise in writing a subordi- 
nate gazetted officer to endorse for him cheques drawn in his 
favour by his official designation. 

— 1- Endorsements by duly constituted tnd authorised attorneys of 
cheques payable to the order trf their principals will be acted 
upon by the Tccasuiy Officer. It ii, however, necessary that 
such powers for attorneys should be registered at the treasury. 
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2 Id dies in vihich a cheque is presented not for cash pa)m;nt 
but for transfer credit in the treasury accounts, the officer 
remitting, a cheque must endorse the words — 

“ReceKed payment by transfer credit to* 

•The head of account to which the amount of cheque is 
creditable should be inserted here on the document 

123. No advic 5 of the issue of any cheque need be sent to 
he treasury. 

124. As a general rule, cheques shall not be issued for sums 
ess than Rs. 10 unless this is permissible under the provisions of 
my law or rule having the force of law. 

125. All corrections and alterations m a cheque shall be 
attested by the drawing officer by his full signature. 

126. Cheques shall be payable at any time within three 
Tionths after the month of issue; thus a cheque bearing date any 
-me in January is payable at any time up to 30th April. 

If the currency of a cheque should expire ov/mg to its not 
King presented at the treasury within the period specified above, 
t may be received back by the drawer who should then destroy 
t and issue a new cheque in lieu of it. 

127. A Government officer authorised to draw cheques on 
nib-trcasuries shall ^ve notice to the Treasury Officer from time 
[o time of the probable amount of his drawings on each 
treasury in order that funds may be provided as far as possible. 

Where sub-treasuries arc in charge of persons not 
acquainted with English, bilingual cheques shall be used, ^d 
these cheques are not used, the paying officer is responsible 
^pr calling attention to this rule. 

128. When it is necessary to cancel a cheque, the can- 
«lment must be recorded on the counterfoil, and the cheques, 
I* in the drawer’s possession, shall be destroyed. If the cheque 
n not in the drawer’s possession, he must promptly address the 
Treasury Officer to stop payment of the cheque, and on 
arceruining that the payment has been stopped, shall make the 
Accessary entry in his accounts. 

.. 129. (1) If a drawing officer be informed that a cheque 

drawn by him has been lost, he shall address the Treasury Officer 
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drawn on forwarding for signature a certificate in the following 
form: — 


“Certified that cheque No. —dated 

for Rs. ^reported by (the drawing 

officer) to have been drawn by him on this treasury 

in favour of has not been paid, 

and will not be paid if presented hereafter.” 

(2) If, after search through the lists of cheques paid, the 
Treasury Officer finds that the cheque has not been cashed, 
he will sign and return the certificate ‘taking care to note the 
stoppage of the cheque*, a board showing the particulars of 
stopp^ cheques being hung up before the clerk concerned. If 
the original cheque be presented afterwards, the Treasury Officer 
shall refuse payment and return the cheque to the person 
presenting it after writing across it “Payment stopped”. 

(3) The drawing officer, on receipt of the certificate duly 
signed by the Treasury Officer, shall enter in his account the 
original cheque as cancelled, and may issue another. 

130. If a cheque is issued by the Government m payment 
of any sum due by the Government and that cheque is honoured 
on presentation to the Government’s bankers, payment shall be 
deemed to be made: — 

(i) if the cheque is handed over to the payee or his 

authorised messenger, on the date it is so handed 
over, or 

(ii) if it is posted to the payee in pursuance of a request 
for payment by post, on the date on which the cover 
containing it is put into the post. 

Notes. — 1 The provisions of clause (u) atove apply ntutatis mutandis tn 
payments made by the Government by Postal Money Order or by 
any other recognised mode of remitting money by post. 

2 Cheques marked as not payable before a particular date should 
not be charged to the accounts until the date on which they 
become payable 

Letters of Credit, Assignments and other 
Orders for Payment. 

131. (1) Where under the .provisions of these Rules of 
under any special order of Uie Government, a letter of credit 
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irunt up to which the officer credited shall have authonty to 
Taw ou the particular treasury on which the letter of credit or 
the assignment, as the case may be, has been issued 

(71 A drawin" officer in whose favour a letter of creffit 
or assiSmtnt irbeen issued is not permitted to draw the 
whole Siount and place it in a separate drawmg account at 
the treasury or the Bank or in a private account. 

132. (1) At places where the cash business of 
is conducted by the Bank, any letter of credit ^ 

issued on the treasury shaU also be con^unicated to the B^- 
If the drawing officer in whose favour a letter of credit or ^ssi^ 
ment has been issued requires funds both at the 
and at a sub-treasury, the treasury officer stall provide the f^ds 
at the sub*treasury, advising the Bank of the ^j°oun 
placed at the credit of the drawing officer at the headquarte . 

(2) Letters of Credit issued m favour of POst-offices shall 
lapse at the close of the month for which they are issued, 
other cases, a Letter of Credit or Assigi^ent shall lapse at tne 
close of the financial year in which it is issued and a q 
drawn before, but paid after the end of the year, shall h® . , 
against the letter of credit or the assignment of the year m 
it was drawn. If this causes over-drawal of the credit, tne 
excess shall be treated as an over-drawal and the attention o 
authorities concerned sliall be drawn to the irregularity. 

133. Subject as hereinafter provided, and in the ah^cnce 
of any distinct rule or order to the contrary, an order or a ^ 
issued by an Accountant General, whether in the form i 

telegram, enfacement on bill or otherwise, ^ 

made at a place outside the limits of h^ own J 

not be communicated to the Treasury Officer o^^he . , 
office concerned except through the Accountant . . j 

whose jurisdiction the treasury or the disbursing office is situa 

Endorsement on Cheques, Bills, etc. 

134. All cheques, bills, etc., preferable at a ^ 

payment, being non-negotiable .nstruments can be endorsed 

only once in favour of the specific party to whom the mon y 
is to be paid. 
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Provided that — 

(1) When the endorsement is made on a cheque ora 
bill in favour of a banker, a second endorsement can 
be made by the banker in favour of a messenger for 
collection only, and 

(2) In the case of a contingent bill which has been endorsed 
in favour of a firm of suppliers, the firm can re* 
endorse it to its banker or to a messenger for collec- 
tion only, and the banker can in turn endorse it to a 
messenger for collection only. Thus, in all, three 
endorsements arc permissible in such cases, provided 
that of the three one is to the payee’s banker and one 
is to a messenger for collection only. 

Note . — Cheques drawn directly on the Bank without the intervention of the 
Tteasury Officer are negotiable uatmmtnts and art not subject to 
the provisions of this rule. 

Specirtufn Siznatures and other Safezuards. 

135. Every Government officer who is authorised to draw 
cheques or sign or countersign bills-payable at a treasury shall 
send a specimen of his signature to the Treasury Officer through 
some superior or other officer whose specimen signature is 
already with the treasury, '^en such an officer makes over 
charge of bis office to another, he shall likewise send a specimen 
of the signature of the relieving officer to the Treasury Officer 
concerned. 

Specimen signatures, when forwarded on a sheet of paper 
other than the forwarding letter itself, must be duly attested by 
the officer signing the forwarding letter. 

The procedure prescribed in this rule shall be observed 
mutatis mutandis by all Government officers who are authorised 
to drav/ upon the Bank or any other office of disbursement. 

136. The Accountant General will supply all Treasury 
Officers and other disbursing Officers within his audit circle to 
whom he may issue authority for payment direct, with an 
attested copy of the specimen signature of all gazetted officers 
serving under him who are authorised to draw cheques or sign 
payment orders on bills or to issue letters of authority for 
payment to be made by such Treasury Officers or disbursieg 
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Accountant General to the Bank. 

of the specimen signature of Ine re S j ^ 

the TreaTurj' Officers and disbursing officers as wen 
Bank by the Accountant General. 

136A. Rules for the guidance of the ^o^ffis- 

vrho have to deal with the claims presented to them 
burseraent are given in Appendix Xlv. 

II.— Responsibility for Moneys Withdrawn. 

I'ouclier lor Payment. 

forth full and ilear particulars of the 

necessary for its proper classification ^n 

accounts. Every voucher must .L person by whom, 

acknowledgment of the payment signed by lb jx a„w[owledg- 
or in whose behalf, the claim is put forsvard. The acKnowie „ 
msnl shall be taken at the time of payment. 

13S. In all cases in which it is not “/.SXeffit.'a 

support a payment by a voucher or by .P by the 

certificate of payment ’bv^is sui^rior 

disbursing officer and countersigned, if ^ ti,g circum- 

officer, together \vilh a memorandum exp g submitted to 
stances, should invariably be placed on of 

' the Ac^:ountant General, where n/wL?fthis 

the claims should invariably be ;»self may be 

sitales the use of a regular bill form, the certificate itselt may 

lecorded thereon. 

Setts In ihc caie of articles by the dctS> 

papble cover, together mv^ce^r bdl TT,, 

of the Items paid ^ ^ on the cover to'lhe cfTect 

disbursing oniccr should endorse a note on luc 
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V that the pajmcnt was nude Ihrougli the Po^t Office and this aho 
coNCTi charges for the ineney order commission. 

2 A ccrufied copy (marled ‘duplicate’) of a receipicd Noucher 
may be retained by the disbursing officer, should this be ntetssan 
to complete the rwrd of his office, but the payee should not fi 
required to sign such a copy of give a duplicate acknowledgntmi 
of the payment 

139. The provisions of Rules 102 and 110 regarding the 
preparation of bills and giving of stamped receipts shSl be 
carefully observed in regard to claims presented at a depart- 
mental office of disbursement. 

Noif . — Cash memorandum which do not conlain an acinowlcdgmcnt of 
receipt of money from persons named therein arc not receipt' 
within the mcantnj of section 2 (23) of the Indian Stamp Act (II ef 
1899). Funber, the mere wnung of the purcha'^er’s name and 
address on a cash memorandum for delivery purposes does not 
transform it into an acknowledgment to the purchaser that the 
money has been paid. Cash memorand.i will not, therefore, be 
regarded as sub-vouchers in Audit unless they contab an 
acknowledgment of the receipt of money from the person name^ 
therein with stamps afTued when the amount eiceeds Rs. 20. 

140. Every voucher must bear a pay order si^ed or 
initialled by the responsible disbursing officer, specifying the 
amount payable both in words and figures. All pay orders 
must be signed by hand and in ink. 

141. All paid vouchers must be stamped ‘paid’ or so 
cancelled that they cannot be used a second time. Stamps 
affixed to vouchers must also be cancelled so that they may 
not be used agam. 

142. Vouchers and acquittances which are not required 
to be submitted to the Accountant General shall be ffied and 
retamed carefully in the office concerned as important documents 
tiU they are destroyed under the orders of competent authority. 

143. All sub-vouchers to bills must be cancelled in such 
a manner that they cannot be subsequently used for presenting 
fraudulent claims or other fraudulent purposes. 

144. The provisions of Rule 220 with regard to c^«I- 
lation and destruction of sub-vouchers relating to contingent 
expenditure shall apply generally to sub-vouchers in respect 
of other classes of payments, unless they arc governed by 
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spcdal departmental regulations and orders of the Government 
to the contrary. 


Overcharges. 

145. Subject to such special orders as the Government 
may issue in any individual case, the responsibility for the 
overcharge shall rest primarily with the drawer of a bill, and 
it is only in the event of culpable negligence on the'part of the 
controlling officer or of the Treasury Officer that the question of 
recovery from either of them may be considered. 

Audit Objections and Rcco\eries 

146. Every Government servant must attend promptly 
to all objections and orders communicated to him by the 
Accountant General. 

147. ^en the Accountant Geneml disallows a payment 
as unauthorised, the disbursing officer is bound not only to 
recover the amount disallowed without listening to and objec- 
tion or protest but to refuse to pay it in future till the 
Accountant General authorises the payment to be resumed, 
that no warning slip has been received by the Government 
semnt against whom the retrenchment has been ordered or that 
being received, it has been answered, are facts with which the 
disbursing officer shall have no concern. 

— 1. If Government servant from ^hom a recover} u ordered iv 
transferred to the jurisdiction of another dl^bur'>1ng oflicer, the 
order of recover}’ should be pj'ved on to that diNbiirsing ofiiccr 
v.iihout delay. 

2 . A disbursing ofUccr' must nol, vvhen a retrenchment is ordered, 
enter into any correspondence with either the Accountant General 
or the Government servant concerned; it is his duty simpt) and 
promptly to carry out the orders he has received, and to leave the 
person aggrieved to refer the case to the proper authority. 

? Representations and protests against retrenchments ordered by 
the Accountant General may nol ordinaril} be considered b> the 
administrative authorities if submitted later than three months 
from after the date of receipt of the intimation b\ the aggrieved 
Government servant. This provision docs not remove from the 
disbursing officer the duty of enforcing immcdiatelv the recovery 
of a rcircnchment order under this rule. 

148. Recoveries may not ordinarily be made at a rate 
eweding one-third of pay unless the Government.^ servant 
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affected has, in receiving or drawing the excess, acted contrary 
to orders or without due justification. 

149. A register (Form G.A. 60) shall be maintained at 
the treasury and every other disbursing office for recording all 
retrenchments ordered by the Accountant General. Separate 
columns shall be provided to show the name and office of the 
person from whom the recovery is to be effected the nature and 
amount of the over-payment and the method by which the over- 
payment has been adjusted. 
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ANNEXURE -A’ TO CHAPTER W 
(See Rttie IIO). 

any such Bank. 

2. Receipt endorsed by the 'urn paid 

Order or give.; by the f “payjent of snch an 
to him in adujstment of a short or ^^rong p y 

3. Receipt endorsed by the holder of a Post Office Cash 
Certificate at the time of its discharge. 

4. Receipt issued by a Company or Admims- 

Iration for the fare for the conveyance of passengers^o^^g 

or both, or animals, or for oi- Administration 

■ veyance thereof or given to such of such fare 

tor the refund of an overcharge made in respect 
or charges. 

5. Receipt given by a Railway Company Admm^- 

Iration for money received by it from or 

pany or Administration on account of its ^ oj. 

freight for the conveyance in through traffic of pa g 
goods or both or of animals. 

6. Receipts given for pension or allowances paffi by the 
Central Government to an heir of a deceased non-com 

or petty officer, soldier, sailor or airman of the Indian Military, 
naval or air forces. 

7. Receipt given for payment of interest on Govern- 
ment of India Promis^^ry Notes. 

8. Receipt given by a gangman on a famine 
in respect of sums exceeding Rs. 20 paid to him on a 
the wages of relief workers. 

9. Receipt given by a person, for advances exceeding 
Rs. 20 received by him from the State Government. 
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(iii) Each Member shall select a treasury convenient 
to him for encashment of his salary bill and communi- 
cate the name of the treasury to the Secretary who will 
intimate the same to the Accountant General for issue 
of pay slip to the Treasury Officer concerned. 

The travelling and daily allowances of all the Members 
of the Legislative Assembly throughout the year whether the 
Assembly is in session or not will paid at the Jaipur Treasury. 

(iv) Changes due to resignation, death and the elec- 
tion of new Members shall be communicated by the 
Secretary to the Accountant General as soon as the event 
occurs. 

(v) When a Member wishes to change the treasury 
of payment, he should obtain a last pay certificate from 
the old treasury, get it countersigned by the Accountant 
General and attach it to his salary bill payable at the new 
treasury. 

(vi) Members will be de facto drawing officers of 
their bills although the bills will be countersigned by the 
Secretary of the Assembly. Each Member should send 
a copy of his specimen signatures, duly attested, to the 
Treasury Officer of the district at which his bills are 
required to be paid 

(vii) Tlie Secretary also shall, as controlling officer, 
send a copy of his specimen signatures to all the Treasury 
Officers in Rajasthan so that the signatures of both the 
drawing officer and the controlling officer may be verified 
before the payment is made. 

(viii) The Secretary shall record all bills passed in 
the following registers; separate pages being alloted to 
each Member; — 

(1) Check Register of M.L.As. Salary Bills in Form 

G.A. 72 A. •• 

(2) T. A. Register of M.L.As. in Form G.A. 72 B. 

To Leep watch over the progress of expenditure on 
travelling and daily allowances against the sanctioned grant, a 
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manuscxipt register may be maintained with columns as lollows 
and the sanctioned grant being recorded on the top: — 

(a) S. No. 

(b) Bill No. and date. 

(c) Name of Member. 

(d) Amount of each bill. 

(e) Progressive total. 

(0 Remarks. 

I49B. Assembly Secretariat (a) Speaker. — The Speaker of 
the Rajasthan Legislative Assembly shall exercise the powers of an 
administrative department of the Government in respect of 
matters relating to Assembly Secretanat. In matters which 
require the concurrence, sanction of the Appointments Depart- 
ment, the Finance Department, the Cabinet or the Governor, 
such concurrence, sanction etc. is obtained in the usual manner 
through the Law Department. 

(b) Secretary as Head of Department. — Subject to the 
authority of the Speaker and the provisions contained in these 
rules, the Secretary shall e.xercise all powers of the Head of a 
Department in regard to all financial matters concerning the 
Assembly Secretariat. 

149C. General. — In respect of the Cash and Stores 
transactions and the maintenance of (heir accounts and the 
connected records and allied matters, the instructions, which 
should ordinarily be followed, are those contained in the rele- 
vant Chapter of these rules. 

ttote . — Hadj member shall prcxJucc a dear no dues certificate from the 
Secretary Lcgislaii>e Assembly at the time of preferring his last 
cbim of pay and allowances. 

149D. Allowances payable to relatives and ser\-onrs etc. of 
the Ex-Rulers. — PajTTcnts of these allowances are ordinarily 
made through P.P.O. except in case of (I) inmates of Zanani 
pcorhi, Jaipur and (2) certain Rajmatas, who are not willing to 
draw their allowances on P.P.O. 

Allowances to inir.alcs of Zanani Deorhi, Jaipur shall be 
drawn and disbursed by the Gox-emor's OlTice. 
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In the case of Rajmatas, the Secretary to the Governor 
has been declared as OfRcer-in-charge who will draw the monthly 
bill for each Rajmata and send it to the' Private Secretary to the 
Ruler, who will enclose a life certificate to the bill and present it 
to the Treasury for payment. Form G.A. 59 Shall be used for 
drawing these allowances and such records of these dis- 
bursements as required by the special rules on this subject shall 
be maintained. 

General instructions regarding the upkeep of accounts and 
their reconciliation with the Accountant General’s books shall 
also be followed. 
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CHAPTER VIII 

Peisonal Claims of Government Servants — GeneiJ Rules 
I. Due Da(e. 

150. Bills for monthly pay and fixed allowances of 
Government servants may be signed and presented for payment 
three days before the last working day of the month by the 
labour of which such pay and allowances arc earned, and shall 
be due for payment the first working day of the following month 

151. In the following cases separate bills may be present- 
ed for pay and allowances due for part of a month, and these 
bills may be paid before the end of the month: — 

(a) When a Government servant proceeds out of India on 

deputation or on leave or on vacation; 

Mvf.— If a Government servant is permitted to draw his leave salar> 
in India, he will not be paid up to the date of his rcljcf, but will Iv 
allowed to draw his pay and allowances for the broken period o* 
the month at the commencement of the next mouth along with tJie 
leave salary for the rest of the month. 

(b) when a Government servant is transferred to another 

audit circle, or within the same audit circle; 

(i) to or from the Public Works or Forest Depart- 

ment; 

(ii) from one Public Works Division to another; or 

(c) When a Government servant finally quits the service 

of the Government or is transferred to another State 

, 152. (1) If the first three ’days of a month arc publ-c 
holidays on which pay and allowances arc not disbursed at the 
treasury', disbursement may be made, at the discretion of Heads 
of Department, on the last working day before (he holidays of 
monthly pay bills other than those of gazetted Government 
«r\-ants. 

(2) The Government may in special cases rcla\ any of 
the conditions spedfied in this ndc. 
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Forms and preparation of Bills. " 

153. The forms on which claims for pay, allowances, etc., 
are to be preferred and the detailed procedure to be observed 
in the preparation and presentation of such claims shall be 
regulated by the provisions contained in the case of gazetted 
Government servants in Chapter IX, and in the case of non- 
gazetted Government servants in Chapter X. 

DEDUCTION FROM BILLS 
Funds Deduction. 

154. The duty of noting the pro^r deductions to be made 
from pay bills on account of Provident, State Insurance and 
other Funds shall devolve on the drawer of the bill, but no 
discretion is allowed in carrying out any order received from 
the Accountant General to make any particular deduction. 

Nate — Particulars of the deductioos should be given in the respective 
schedules in either of the forms viz. G A. 77, 78. 79, 80 or/and 81 
to be appended to pay bills. 

Deductions of Taxes on Income. 

155. Deductions from pay bills on account of income-tax 
(and super-tax) shall be made strictly in accordance with the 
relevant provisions of the Indome-tax Act, as modified from lime 
to time. (See Appendix XV). 

Notes. — 1. Schedule in Form G A. 82 should be appended to the pay bills. 

2. A statement of Income Tax deductions should be enclosed with 
the pay bill for February. 

House Rent Deductions. 

156. (I) When demands for rent of public buildings, 
TecoveraVifc iium GoveromenX servaifts, are received ixom 
Public Works Divisional Officer or any other authority in 
charge of such buildings, the Government servants who draw 
l heir own pay bills, and heads of offices in the case of non- 
gazetted Government servants, shall make the necessap' 
deductions as specified in the flemands from the next bill in 
which pay is drawn. After the recovery has been made, one 
copy of the demand statement which will be rendered in 
duplicate shall be returned to the authority from which it was 
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received after noting the amounts recovered, the other copy 
being attached to the bill from which the recovery has been 
made. In noting the deductions in the bills, the head of 
account to be credited and other particulars as given in the 
demand statement must be shown, 

(2) If the rent recoverable from a Government servant 

is limited to a certain percentage of the emoluments of the 
Government servant the particulars of such emoluments shall be 
noted in the remarks colunm of the demand statement before 
its return. Where, after the return of the demand statement, 
the emoluments of a Government servant are changed 
retrospectively such changes shall either be shown in the next 
demand statement or intimated to the authority concerned by a 
special letter, ‘ 

(3) Notwithstanding anything contained in this rule the 
recovery of rents from Government servants of the Central 
Government in respect of public buildings belonging to Rajasthan 
may be made in accordance with such procedure as may be 
prescribed by the Government. 

(4) The provisions of this rule apply also to other charges, 
e.g. additional rent recoverable for fumiturb, electric, water, 
heating and sanitary installations, charges for cost of water, 
electric energy, etc., which may under the orders of competent 
authority, be recovered in the same way as, and together with, 
rents of buildings proper. 

^o/es. — I. Details of deductions should be given in forms G.A. 86 and 88. 

2. In cases of other Government dues like rents of evacuee 
properties, motor garage department dues etc , the departments 
concerned should normally effect the recoveries of the dues in 
cash from the Government servants. If, however, the amounts ' 
fall in arrears and the Government servants do not pay the dues 
regularly, a special request may be made to the Accountant 
General to effect the recoveries at source. The Accountant 
General will then issue necessary instructions to the Treasury 
OfBcers to deduct the amounts from the Pay bills of the 
Government servants concerned. 

i^ECOVER/ES ORDERED BY THE ACCOUNTANT 
GENERAL. 

Loans and Advances. 

156A. The recoveries of loans an3 advances to Government 
servants made in accordance with rules 377-412 of these rules 
should be detailed in Schedule in Form G.A. 87. 
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157. Deductions on. account of sums disallowed from pay 
bills shall be made strictly in accordance with the instructions 
issued by the Accountant General. The recovery of a sum 
disallowed from a pay bill may be made from the next pay bill, 
and of a sum disallowed from travelling allowance bill, from 
next paj'ment of travelling allowances; but sums disallowed from 
a travelling allowance bill must be recovered in cash or from the 
pay bill when the Government servant concerned does not within 
a month, present any other travelling allowance bill from which 
they can be recover^. 

l^oie . — Recoveries should be watched through the register in form G.A. 60 
and those made from pay bills detailed in Schedule in Form G.A. 88. 

Attachment of Pay and Allowances, etc., for Debt. • 

158. When the pay of a Government servant is attached 
by any order of a Court of law, it is the duty of the offitxr 
receiving the attachment order to sec that the proper deduc- 
tion is made in satisfaction of such order from the pay of the 
Government servant concerned. 

Note. — 1. The extent to which the emoluments of a Government servant are 
exempt from attachment for debt is laid down in sub-section (I) 
of section 60 of the Code of Civil Procedure, 1908. The following 
is an extract of the relevant provisions of the section as at present 
In force: — 

•‘60 (1) The following property is liable to attachment 

in execution of a decree : 

Provided that the following particulars shall not be liable 
to such attachment namely: — 

(i) salary to the extent of the first hundred rupees and one-half the 
remainder; 

Provided that, where the whole or any part of the portion of such 
salary liable to attachmwit has been under attachment, whether 
continuously or intermittently for a total period of twenty-four monuis 
such portion sfiaH be exempt from attachment until the expiry of ^ 
further period of twelve monUis and, where such attachment has been 
made in execution of one and the same decree, shall be finally^exempt 
from attachment in execution of that decree;” 

Explanation 1 . — Any allowance fomung part of the emoluments of any 

pubhc officer which the appropriate Govemmem 

may by notification in the Official Gazette declare to re 
exempt from attachment and any subsistence grant or 

allowance made to any sudi officer while 

under suspension; 
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explanation 2 . — In clauses and (i)» ‘Salary’ means the total 

monthly emoluments, excluding any allov.ance declared 
exempt from attachment under the provisions of clause (1), 
derived by a person from his employment \vhether on duty 
or on leave. 

Explanation 5. — In clause (1). “appropriate Government” means — 

0) as respects any person in the service of the Central Gosemment 
in the Central Government. 

(ii) as respect any other servant tlie “State 

Government”. 

Note. — 2. The following allowances payable to any public officer in the 
service of the Rajasthan Government have been declared to be 
exempt from attachment by order of a court'— 

0) All Kinds of travelling aUowanccs. 

(ii) All kinds of conveyance allowances. 

(iii) Ail allowances granted for meeting the cost of — 

. (a) unifonns, and (b) rations. 

, (iv) Allowances granted as compensaiioD for higher cost of living 
in localities considered by the Government to be expensive 
localities, including hill stations. 

(v),All house*rcnt allowances. 

‘ (vi) All allowances granted to provide relief against the increased 

X cost of living. 

Note. — 3. Recoveries made should be watched through the register of special 
recoveries in Form G.A. 61. Recoveries made should'be detailed 
in schedule in Form G.A. 88. 

159. In accordance with the above provision, the maxi- 
mum amount attachable by a Civil Court is to be calculated 
thus: — 

If the total gross emoluments earned by the Govern- 
ment servant are represented by X, and the allow- 
ances declared to be exempt from attachment (vide 
note 2 to Rule 158) and, if the Government servant 
is under suspension, any subsistence grant or 
allowance made to him, are represented by Y, the 
net amount attachable, if any, is x-y 

160. Any deductions which may have to be made on 
account of subscriptions to provident funds recoghised by 
Government, taxes on income payable by the Government 
servant and debts due to Government should be made from 
the non-attachable portion of the Government servant’s salary. 
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I6I. Without prejudice to the appropriate provisions of 
the law as contained in Rule 48 of Order XXI in the First 
Schedule to the Civil Procedure Code, 1908, as amended by 
the Civil Procedure Code (Amendment) Act, 1939 (Act XXVI 
of 1939)j the procedure to be followed by disbursing and drawing 
officers in making recoveries from pay of Government servants 
of amounts in compliance with attachment orders issued by 
Courts, shall be regulated in accordance with the following 
rules: — 


(1) Subject as hereinafter provided in this rule, the 
gross amount of pay and allowances shall be drawn 
on a pay bill, but only the net amount after deduct- 
ing the amount recoverable under the attachment 
order, shall be disbursedr to the Government servant 
concerned. The authority whose duty it is to make 
the deductions is responsible for remitting the amounts 
without undue delay to the Court concerned. 

(2) In the case of an attachment order issued by a Court 
in India against a Government servant on leave out 
of India, whose leave salary is disbursed in the 
United Kingdom, the appropriate authority in 
India, namely, the Accountant General in the case 
of gazetted Government servants, and the depart- 
mental drawing officer acting as or on behalf of 
the Accountant General in (he case of others, will 
be responsible for drawing the amounts recover- 
able monthly in compliance with the attachment 
order and remitting them to the Court concerned, 
unless timely intimation is received by him of the 
death of the Government servant or of any other 
event necessitating the discontinuance of such pay- 
ments. The transactions will not, however, be 
carried through before the lOth of the month follow- 
ing that to which the portion of the leave salary for 
the time being withheld relates. Tbe recovery of 
Indian income-tax (and super-tax) will be made 
wholly from the portion of the leave salary disbursed 
in the United Kingdom. 

Note.— The provisions of this sub-rule apply mutatis mutandis to other cases 
in which the salary or allon-aiices of a Government <^ervant subject 
to an attachment order issued by a Court in India are (o be 
disbursed outside the local limits to which the Code of Civil Pro- 
cedure. 1908. for the time being exte^s. 
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(3) hi cases in which a judgment debtor does not sign the 
acquittance roll and intentionally allows his pay to 
remain undisbursed', or the judgment debtor, teing a 
gazetted Government ^rvant, or not bemg a gazetted 
Government servant but being permitted to draw his 
pay on a separate pay bill, refrains from preparmg 
his pay bill and drawing his pay regularly in order to 
evade payment on account of an attachment order 
issued by a Court of Law, the head of the office or. 
in the case of a gazetted Government servant or of a 
Government servant treated in this respect hke a 
gazetted Government servant, the administrative 
officer of the department concerned may draw the pay 
of the judgment debtor m satisfaction of the attach- 
ment order, subject to the presenbed resfnetions, and 
remit the amount to the Court concerned 

(4) The amounts drawn under sub-rules (2) and (3) above 
shall be treated in the accounts m the same way as 
leave salary or pay drawn by the Government 
servant concerned, the particulars of the attachment 
order being cited in the pay bill or the acquittance 
roll, as the case may be, as an authority for the 
charge, and the Court’s receipt for the amounts 
shall be filed with the attachment register or such 
other suitable record as may be kept by the draw- 
ing officer. 

The cost, if any, of remittance to a Court of money 
realised under its attachment order shall be deducted 
from the amount realised and the net amount 
remitted to the Court. 

First Payment of Pay, Allowances, etc:' 

162. When a Government servant presents his pay bill for 
the first time, or when the name of a Government servant appears 
for the first time in an establishment bill, the bill shall be sup- 
ported by a last pay certificate in the form (GA 62) prescribed 
by the Comptroller and Auditor General (Appendix XI) or if he 
did not previously hold any post under the Government, or is 
re-eraployed after resignation or forfeiture of past service, a health 
certificate must accompany the bill in conformity with, and if so 
required by, any rule or order governing the conditions of the 
service to which he belongs. _ _ 
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If a pensioner is re-employed, the fact shall be stated in 
the bill. 

1 : — The payments of pay. leave salary, etc., of gazetted Government 
servants are further subject to the provisions of rule 22 of Treasury 
Rules and to the condition that no withdrawal shall be permitted 
until the Accountant General has intimated to the treasury officer 
the rate at which payment shall be made. 

A/ote 2. — See ako Rule 184. , 

163. In all cases of transfers the responsibility for obtain- 
ing his own copy of the last pay certificate from his last dis- 
bursing oflficer shall rest with the Government servant 
concerned. 


Payment on quitting the Service. 

164. The last payment of pay or allowances shall not be 
made to, or in respect of, a Government servant whose pay is 
drawn on gazetted Government servants’ bill form, finally quit- 
ting the service of the Government by retirement, resignation, 
dismissal, death or otherwise, or placed under suspension, until 
the disbursing officer has satisfied himself, by reference both to 
the Accountant General andi his own records, that there are no 
demands outstanding against him. In cases of other Govern- 
ment servants, payment may be made without reference to the 
Accountant General on the responsibility of the head of the 
office concerned. 

Note. — 1. For no demand certificate Fonn G. A. 89 is prescribed. The 
instructions laid down thereon should be strictly followed. 

Note. — 2. To .secure expeditions payment of their last claim gazetted 
officers may themselves obtain *No dues’ certificates from the Offices 
of the Accountant General, Rajasthan, Controlling Officer, P.W.D. 
(Buildmgs and Roads), Water Works Department and Motor 
Garages and attach the same to the last bill. 


Death of Payee. 

165. Pay and allowances can be Brawn for the day of -the 
man’s death; the hour at which death takes place has no effect on 
the claim. 

Note. — “Day” for the puiposc of this rule means a calendar day beginning 
and ending at midnight. . 
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166. (I) Pay and other allowances claimed on behalf of a 
deceased Government servant may be paid without the produc- 
tion of the usual legal authority: — 

(1) to the extent of Rs. 500 under orders of the Collec- 

tor or other ofBcer responsible for the payment after 
such enquiry into the rights and title of the claimants 
as may be deemed suffident; 

(ii) for the excess over Rs. 500 under the orders of the 
Commissioners on execution of an indemnity bond 
with such sureties as he may require, if he is satisfied 
of the right and title of the claimant and considers 
that undue delay and hardship would be caused by 
insisting on the production of letters of administra- 
tion. 

(2) In any case of doubt payments shall be made only 
to the person producing the legal authority. 

Note.— The Form of lademnity Bood mention^ in this role is the standard 
— form G.A. 63. The sureties accepted for ioining in such bond 
muse be of proved financial ability to meet the obligations 
undertaken. 


Place of Payment, 

Pay and Allowances. 

167. (1) Save as hereinafter provided and subject to any 
special rule or procedure that may be prescribed by departmental 
regulations, bills for a pay and allowances are ordinarily payable 
only at the treasury of the district in which the claim arises. 

(2) Nothing contained in this rule shall have the effect 
of withdravrin^g any concejyaon that has 'beeai or may be allowed 
by the Government to individual Government servants or class 
of Government servants for drawing a part of their pay at places 
other than the district treasury of their headquarters. 

168. Gazetted Government servants of the Public Works 
Department, may, in addition to the concession admissible 
|mder the above rule present their pay and travelling allowance 
bills at the treasury or sub-treasury nearest to their headquarters 

treasury or sub-treasury wthin their j'urisdiction. After 
place of payment has been selected, it can be changed only 
voth the consent of the Accountant GeneraJ or, if both the old 
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and new places of payment are within his jurisdiction, of the 
Treasury Officer. 

169. In case of transfer the pay due in respect of the 
old post, which has not been drawn at the time of the transfer, 
may be drawn at the new headquarters or at the place in which 
the pay in respect of the new post is drawn. 

170. When a gazetted Government servant proceeds on 
leave and is permitted to draw his leave salary from a different 
treasury in India, the pay and allowances due to him for the 
broken period of the month in which he proceeds on leave may 
be drawn along with his leave salary. 

Leave Salary. 

171. Subject to any special rule or procedure that may 
be prescribed by departmental regulations, the leave salary 
of a gazetted Government servant who draws his leave salary 
in India may be paid at any treasury in India, and the leave 
salary of a non^gazetted Government servant may be drawn 
from that treasury or office of disbursement only from which 
his pay could be drawn if he were on duty. In the latter case, 
the Government servant must make his own arrangement, 
where necessary, for getting his leave salary remitted to him. 

The Government may by special orders exempt any 
particular class of non-gazetied Government servants from the 
operation of this rule. 

Bills of Inspecting Officers and their Establishment, 

172. A Government servant whose duty requires him to 
travel about on inspection shall ordinarily take with him a last 
pay certificate which will enable him to draw from the nearest 
treasury or office of disbursement within his circle of jurisdiction 
such portion of his pay as may be entered in it at his request, the 
balance, if any, being drawn at his headquarters. , 

Note . — ^An Executive Engineer in charge of a Public Works Division who 
is obliged to be continuously ab^t from his headquarters for more 
than a month at a time may be admitted by the Superintending 
Engineer to the benefit of the concessions admissible under this rule. 

173. When a part i)f his establishment moves with an 
inspecting officer, the head of the office may grant a last pay 
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certificate for that part in order to enable him to draw from 
another treasury or office of disbursement such portion of the 
pay for it as may be desired, the balance, if any being drawn 
at headquarters. 

Payment of Pay, Leave Salary, etc., through Agents. 

Pay and Allowances. 

174. (1) Save. as hereinafter provided, pay and allowances 
may be paid only upon the perso lal claim of the Government 
servant concerned, and to his personal receipt, and not 
othen,vise, except under the special authority in each case of 
the Government or of the Comptroller and Auditor General. 
The Government servant may be allowed to receive payment 
through a messenger duly authorised by him to receive the 
money on his account, but there can be no endorsement on 
the bill to pay to any such person; and in such a case, the 
Government accept no responsibility in respect of money, 
cheque or draft that may be handed: over to the messenger. 

(2) (a) At his written request or order, the pay bill of 
a Government servant who is permitted to draw his owm bills 
may be made payable to some well-known banker or agent; 
provided that the receipt of the banker or agent shall not be 
accepted as a final quittance unless the bill itself is duly endorsed 
in favour of the banker or agent by means of a distinct pay order 
which need not be stamped. The receipt of the banker or agent 
shall be stamped, whether it is in the body of the bill itself or 
separate. 

(b) Pay and allowances of a Government servant who 
is not authorised to draw his own bills may, when he is unable 
to present himself in persoa to receive payment, be paid to a 
banker/ or agent duly authorised by him to receive the money 
and give a legal quittance; provided that the banker or the 
agent holds a legally valid power of attorney to act in his behalf. 
In the absence of such a power of attorney, the Government 
servant desiring to receive payment through a banker or agent 
must furnish the latter with a legal quittance for the money 
claimed, signed by himself, which will have to be surrendered 
to the disbursing officer with a letter of authority for the 
payinent to be made. The banker or the agent must also . 
furm'sh a formal receipt (which need not be stamped) to show 
that the money has been actually reived by him. 
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(c) A Government servant or a single person cannot 
be constituted an 'agenf for the purpose ‘of this rule, except 
when he holds a legally valid power of attorney to act for the 
Government servant concerned. 

(3) The provisions of this rule apply to all payments 
in India, whether on account of pay, travelling or 'other 
allowances which are made to Government servants on their 
personal account. ' ’ 


Leave Salary. 

175. A Government servant who signs his bills himself, 
when claiming leave salary, must either appear in person at 
the place of payment or furnish a life certificate, signed by a 
responsible Govemraeni Officer or some other well-known and 
trustworthy person. If he draws his leave salary through 
an authorised agent, the agent must furnish the life certificate 
aforesaid, or execute a bond to refund over-payments under 
the provisions of the rules. 

Bond of Idemmty. 

176. (1) Government servants may make arrangements 
with their agents 'to draw their leave salary, vacation pay, etc., 
either granting them powers of attorney to enable them to do 
so, or leaving their bills duly orapleted and signed in the 
agents’ custody for collection, the agents in their turn giving 
the Government a bond of indemnity as a security against any 
loss'in the case of over-payment. 

Sate . — A rc^ster of power of allomey (Form T 113) should be maintained 
by the disbursing officer in the form prescribed in the Govenunenl 
Securities Manual and all cases in which the power of attorney 
has been granted should be recorded therem. 

(2) The bond of indemnity which must be stamped, may 
be of the following form in the case of a finn or bank:— - 
our 

In consideration of '-being permiUed to draw 

the--j — -of during his absence from 

leave salary , ........ 

we 


hereby engage the 

(here insert the name of the banlO 

to refund to the Government on demand, ^y oyer-payment 
. ’I I '.'—agents*-* 

that may be made to — as ms--' 
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It must be seen that the person signmg the bond of 
indemnity has authority to bind the finn or bank. 

^fote , — Forms G. A. 63 and G. A. 64 are Ihe prescribed forms of the bonds 

177. (1) It is not necessary for a separate bond to be 
entered into for each individual. Such banks as are included 
in the Second Schedule to the Reserve Bank of India Act, 1934, 
may be allowed to execute a general bond to cover the pay, 
leave salary, pension, etc., of their constituents in general. 

(2) Separate • bonds must be executed for payments 
relating to or for persons whose salaries or pensions are 
debitable to — 

(i) the Central Government, or 

(ii) the Government of Rajasthan. 

Ill the case of item (i) above separate indemnity bond 
should be executed in accordance with the Rules of the 
Central Government on the subject. 

In the case of item (ii), applications for bonds to be 
executed for Rajasthan Government will be dealt with by the 
Acwuntant General of the State who wiU scrutinize the appli- 
cations and submit them to Government with his report. 
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CHAPTER IX 

Bills of Gazetted Government Servants. 

Introductory. 

178. The provisions of this chapter shall apply primarily 
to claims of gazetted Government servants, including those 
of non*gazetted Government servants drawing their pay m the 
forms provided for gazetted Government servants, which are 
payable on bills drawn directly on the treasury or on the office 
of an Accountant General. With regard to claims of Govern- 
ment servants which are payable by or through a departmental 
office of disbursement, these Rules shall apply subject to such 
variation or modification as may be authorised by departmental 
regulations. 


Form of Bills. 

Pay, Fixed Allowances, etc. 

179. (1) The pay and fixed allowances of a gazetted 
Government servant shall be claimed on bills (form G. A. 75) In 
which the whole of the fixed allowances claimable by a Govern- 
n’ent servant in respect of llie same post shall be set forth. A 
Government servant who draws an additional allowance for a 
separate office need not present separate bill for it unless it is 
payable from a source other than the Consolidated Fund or 
Public Account of Rajasthan. 

(2) Subject as hereinafter provided in this chapter, the 
forms prescribed for drawal of pay shall be used for claims 
relating to leave salary and all occasional payments to a gazetted 
Government servant that are made on his personal account. 

iVoie. — I. The claim for House Rent Allowance should be supported by a 
certihcatc in form G. A. 85. 

Ncie.~2 A Gazetted Government servant on leave preparatory to retirement 
should record a certificate on the leave salary bill that during the 
period for which leave salary' is drawn he was not employed 
under any State Government, Local Fund or a private employer. 

Travelling Allowance. 

180. Travelling allowance bills of a gazetted Government 
serv’ant shall be drawn in accordance with the rules under which 




Rules 180-185 


90 


Chapter IZ 


such allowance may be due. For mileage, halting or daily 
allowance, Form G. A. -94 is prescribed for general use. 

181. When a circuitous route is taken, the reason for doing 
so must be stated on the bill. When a Government servant is 
entitled to draw actual expenses, such expenses shall, in the 
absence of special orders, to the contrary, be set forth in detail. 

182. The provisions of clause (ii) of rule 201 apply mutath 
mutandis to bills for travelling allowance of gazetted Govern- 
ment servants. 


Cost of Medical Treatment. 

183. The expenditure incurred by, and to be reimbursed 
to, gazetted Government servants on account of medical 
attendance and treatment may be drawn by them in salary 
bills under the sub-heads “allowances, honoraria, etc.,” without 
the prior authority of the Accountant General. The amount 
drawn in the bills must be supported by proper receipts and 
vouchers in all cases. 

Alterations of Pay, etc. 

184. Except otherwise specially provided in the rules, no 
gazetted Government servant may draw an increased or a 
changed rate of pay, leave salary, fixed allov/ance, or any 
reward! or honorarium unless the bill on which he draws it is 
either pre-audited by the Accountant General or is accompanied 
by a letter of the Accountant General authorising the amount 
to be drawn. These letters will be issued from the Accountant 
General’s Office as soon as possible; but as delay may 
occur if the change is made near the end of a month, or if 
it takes effect from a date which cannot immediately be 
ascertained or cannot be fixed by a certificate of transfer of 
charge appended to the bill. Government servants shall, in 
the case of pay, leave salary or fixed allowances, either draw 
their bills for not more than old rates, or send their bills for pre- 
audit to the Accountant General, if they have not received his 
letter of authority. 


Advances. 

185. Advance*: to a ^zettect Government servant on 
transfer or on tour may be drawn from the treasury on the 
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authority of the sanction or a duly certified copy thereof 
appended to the bill, in form G.A. 121 without any previous, 
authority from the Accountant General. 

No other personal advance can be paid to a gazetted 
Government servant unless the payment has first been authorised 
by the Accountant General, or the claim has been pre-audited 
by him. 

Note . — The sanction to personal advances raa>. if preferred, be obtained m 
the form of counjersignaiure on the bill itself before il iv prc'cnted 
for encashment. 
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CHAPTER X 

Bill of Non-gazeited Establishments. 

Introductory. 

186. The rules of procedure prescribed in this chapter 
shall apply primarily to personal claims of non-gazettea 
Government servants whose pay, allowances, etc , are payable 
on.bill drawn directly on a treasury or on the oltice ol ine 
Accountant General. In their application to personal claims 
of non-gazetted Government servants, which are payable at a 
departmental office of disbursement, these rules am su j c 
to such variation or modification as may be authorised by 
departmental regulations. 

Monthly Bills. 

187. For purposes of this chapter, parts 

ment under the same officer, which appertain to different majo 
heads, shall be regarded as distinct “ 

District Officer's treasury establishment shal ^e treated as 
distinct and separate from his Land Revenue eslablisnm 

188. In the bill presented for payment the establishment 
shall be distributed into such sections as may be fi-ted by he 
Accountant General in communication with the head ol tne 
office of establishment concerned. 

Form and preparation. 

189. (1) Bills for pay, fixed allowances and ralaries 

shall be prepared in form G.A. 76 separately for ^ , 

and temporary' establishments and for these 
establishments for which no establishment ., 

mitted and no service books are rnamtained, the 

printed on the form being carefully °d 

provided in Rule 192 the name of every substantive and 
officiating or temporary incumbent shall be ^ '''™ “Samst each 
post, and against each temporary post shall be noted tne 
sanction thereto. The rate of pay claimed shall ahvays be 
noted and when pay is drawn for a portion of a “"v; 

the number of days for which it is claimed shall be stated 
either against the name of the Government servant in the body 
of the bill or in a note at foot of the 
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(2) The various sections comprising the establishment 
shall be shown separately, the description of each section as 
well as the sanctioned nurnber of posts included therein being 
prominently written in red ink at the top. 

Nate /.— All fixed allowances, includuig permanent travelling allowance, 
conveyance allowance, hone allowance, etc., should be drawn in 
the establishment pay bill. 

Note 2 — The claim for House Rent Allowance should be supported by a 
Certificate in form G A. 85 by the Government servant concerned 
and in form G A. 84 by the Head of Office. 

190. If for any reason, the leave salary admissible to a 
Government servant on leave is not known (as for example, 
•when the kind of leave to be granted to him has not been 
finally decided by the sanctioning authority), the amount of 
pay to which he would have been entitled had he remained 
on duty shall be entered in the money column of the form 
which is intended to show leave salary, the amount being left 
undisbursed and treated as held over pending the fixation of 
the amount of the leave salary. 

191. The entries in all the money columns of the bill 
shall be totalled separately under each section and the totals 
written m red ink. The totals must be checked by the drawing 
officer himself or by some responsible person other than the 
clerk preparing the bill. 

192. (I) The names of incumbents whose pay is less than 
Rs. 40 a month and who do not substantively hold permanent 
posts under the Government may be omitted from pay bills 
as also the names of all persons m Class IV service, and of all 
head constables and constables provided that in all such cases, 
a certificate in the following form is endorsed on the bill; — 

“Certified that all persons whose names are omitted from, 
but whose pay has been drawn in this bill have 
actually been employed during the month, and that 
full details of the names of the persons concerned 
and the emoluments drawn for them working up to 
the total included in this bill have been duly shown 
in the office copy”. 

The Head of a Department may, in consultation with 
the Accountant General, extend the provisions of 
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this rule to specified classes of establishments when 
the entry of names in the bills is not essential tor 
audit purposes 


(2) The claims of Government servants whose names 
are omitted under the provisions of this rule shall not be 
lumped together and entered os a suigle item in the bills, 
but the bills must show separately the numbers on difierent 
rates of pay or with different designations. 

193. (1) When leave salary based on average pay in 
drawn in a bill for a Government servant other than tliat belong* 
ing to any of the classes mentioned in sub-rule (1) of Rule 192 
the bill in which it is first drawn shall be accompanied by a 
statement {form G.A 91) attested by the Drawing OTicer. show* 
ing the calculations by which the amount drawn on account ot 
leave salary has been deduced. If the calculation is based on 
pay drawn outside the Government servant’s substantive section 
or office, a reference to bills In, or the office from, winch 
such pay was drawn shall be given in the statement. 

(2) If leave salary is based on actual pay and not on 
average pay, the drawing officer shall attach to the bill ti 
certificate — 

“That the leave salary claimed is admissible under 
* »’ 

•The rule under whith the leave salirv Iuin been tl.iimeil 'Innild 
be specified here 


Note . — A certificate to the efTcct that ihc Govcrnmcnl scrv.int on leave 
preparatory to retirement was not employed under am Stale 
Govenvment. Local Fund or private empiover the pcnevl o! 

such leave should be recorded by Ihe drawing Olhcer in ihc Kniy 
of the hill in which such leivc salary is clnined 

A bsentee Statement. 

191. (1) The monthly bill shall be supported by an absentee 
statement in foim G.A. 90 if any person in superior service 
w’as absent during the month either on special duty or sus- 
pension, or with or without leave other than casual leave, or 




Rules 194-197 


90 


Chapter X 


when a post, is left vacant substantively whethet any officia- 
ting arrangements have or have not been made against it. 

t2) In the case of amalgamated establishments a con- 
solidated absentee statement showing the complete chain of 
arrangements shall be separately furnished by the controlling 
authority within a period fixed by the Accountant General. 
No separate absentee statement need be furnished by the 
drawer of the bill along vrith the monthly pay bill, but in 
cases m which the power to sanction leave and officiating 
arrangements within the office has been delegated to heads of 
offices, the requisite absentee statements shall be furnished by 
them along with the pay bills, and such vacancies and arrange- 
ments shall not be included in the consolidated absentee 
statement to be furnished by the controlling authority. 

i.—In the case of aroalganwicd establisliwcols on timc-scale of pay, 
the arrangements made by heads of ofTices should be reported to 
the controlling authority for inclusion in the consolidated absentee 
statement. 

Note 2 —Whenever an absemec statement accor, panies a bill, certificate 
No. 2 printed oct the bit! form should be struck out. 

195. Whenever leave salary is drawn in respect of a non- 
gazetted Government servant who has served under another 
Government or department which is treated as a separate 
unit for purposes of allocation of leave salary, a detailed 
statement showing the allocation of such leave salary shall be 
prepared and attached to the absentee statement of the month 
m which leave salary is first drawn. 

Increment Certificate. 

196. To the first bill in which a periodical increment is 
drawn for a Government servant, a certificate in the prescribed 
form G.A. 92 shall be appended. 

Note — It iv not netessaiy to attach the increment certificates in respect of 
Class IV staff tn form T. R 24 to the Pay Bills intended for pay- 
ment and submission to audit But for facility of test check during 
local audit, these certificates should be attach^ to the office copies 
of the pay bills retained by the disbursing officers. 

197. Of the two alternative certificates printed on the 
form G.A. 92 the former may be used in any case in which the 
increment becomes due to the Government servant concerned 
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for having been incumbent of the post specified for the pres- 
cribed term counting from the date of the last mcrement or of 
appointment to the post, excluding pcnods of suspension for 
misconduct and absence on extraordinary leave, etc., and. 
if be has held the post in an officiating capacity, all other kinds 
of leave which are shown in the tabular portion of the certificate. 
An mcrement so earned may be drawn in the estabhshment bill 
vsithout further authority. 

In all other cases, the second alternative form shall be 
used and the certificate with the explanatory memorandum 
showing briefly but clearly the grounds on which the increment 
is claimed shall be submitted' about one month before the 
increment falls due to the Accountant General, who will pass 
and return it after check. The mcrement may be drawn only 
on a certificate passed by the Accountant General. Increment 
shall be drawn when due in the ordmaiy establishment bill, but 
if arrears of increment have accrued when the certificate is 
returned by the Accountant General, they may be drawn on 
separate biL 

198. When an increment claimed operates to carry a 
Government servant over an efficiency bar, it must be sup- 
ported by a declaration from the authority empowered to allow 
the increment that it has satisfied- itself that the Government 
servant concerned is fit to cross the bar. 

Note . — Ttc matter of allowing increments should be taken up at least a 
month earlier and the final orden of the competent authority 
recorded in the renter of increments (Form GA. 93) before the 
due date. 


Overtime AHmvance. 

199. Subject to any general or spedal orders issued by 
the Government in this i^half, every bill in which overtime 
allowances are claimed shall contain a certificate of the head 
of the office to the following effect: — 

“Certified that — 

(a) the men for whom overtime allowances are 
claim^ in this biU have actually earned by 
working overtime; 
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(b) the periods for which overtime allowances are 
claimed in this bill have been checked with 
the initial records and found correct; 

(c) the overtime allowances are claimed at rates 

sanctioned by competent authority; and 

(d) the overtime allowances have been taken into 
account in calculating the income-tax due from 
the Government servants noted in this hill.” 

Note . — cases in Tvluch overtime is paid out of fees recovered from private 
parties and credited in the Public Account, the drawing officer 
should certify on the bdl Ihat the presenbed fees have been realised 
and credited into the licasuiy. 

Arrear Bills. 

200. Arrears of pay, fixed allowances or leave salary shall 
be drawn, not in the ordinary monthly bDl, but in a separate . 
bill, the amount claimed for each month being entered separately, 
with quotation of the bill from which the charge was omitted or 
withheld, or on which it was refunded by deduction, or of any 
special order of competent authority granting a new allowance 
or an increase m pay. A note of the arrear bill shall invariably 
be made in the office copy of the bills for the period to which 
the claim ixrtams, over the dated initials of the drawer of the 
arrear bill, in order to avoid- the risk of the arrears being claimed 
over again. 

Subject to the conditions laid down in Rule 100 arrear 
bills can be presented at any time and may include as many 
items as arc necessary. 

TraveUin^ Allowance Bills. 

201. Subject as provided in Rule 205, bills for travelling 
allowance, other than permanent or fixed allowances, shall be 
prepared and presented in accordance with the following 
rules: — 

(i) The bill shall be prepared in Form G.A. 95, the 
instructions printed on the form being strictly 
observed. When a circuitous route is taken, the 
reason for doing so must invariably be stated in the 
bhl. 

(ii) When actual expenses are drawn on account of 
carriage of horses or conveyances, details of the 
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horses or conveyances transported should be fur- 
nished in the travelling allowance bill. For the 
purpose of drawina the allowances on account of a 
family, or the higher maundage allowance, a certi- 
ficate must be fum«shed‘ bv the GovemTent servant 
of the number and relationship of the members of 
his family for whom the allowances are claimed. 
No other details m these or other cases need be 
furnished, but every claim for the cost of carriage 
of personal effects, horses and conveyances should 
be supported by a certificate that the actual expense 
incurred was not less than the sum claimed 

(iii) Separate bills shall be submitted for Government 

servants of different grades under the Travelling 
Allowance Rules, if the bills require different treat- 
ment in the office of the Accountant General. 

(iv) All travelling allowance bills must bear a certificate 

of the drawing officer in the follov/ing form: — 

“Certified that I have satisfied myself that the 

1 month 

amounts included in the bill drawn 2 months 
- 3 montFs 

previous to this date, with the exception of those 
detailed below (of which the total amount has 
been refunded by deduction from this bill) have 
been disbursed to the Government servants there- 
in named and their receipts taken in the office copy 
of the bill or in a separate acquittance roll.” 

202. The bill completed as under the last preceding rule 
may be cashed at the treasury on the receipt of the head of the 
office, but no bill requiring previous countersignature of a con- 

authority shaVi be^pmsented at the treasury before such 
countersignature has been obtained. 

203. The travelling allowance bills of non-gazetted Go\’em- 
ment senunts accompanying an officer on tour shall be presented 
at convenient intervals during the officer’s tour or immediately 
on any return to the headquarters and, in any case, before 31st 
of March. 

2(M. When travelling allowance bills are cashed before 
wuntersignature of the Controlling Authority, a bill in Form 
GA. 95, setting forth the details of the se^e^al bills dra\vn on 
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account of the same month (if more than one), and explaining 
any divergence from the recognised route shall be drawn up 
by the head of the office at the end of the month and submitted 
to the controlling officer, if any, for review and transmission 
to the Accountant General after countersignature under the 
rules applicable to contingent expenditure. The bill shall be 
headed “Not payable at the Treasury” and bear a certificate 
in the following form: — 

“Certified that I am satisfied that the amounts shown 
in the bill have been disbursed to the Government 
servants named, and their receipts taken in the office 
copy of the bill or in a separate acquittance roll.” 

Note — The countersigning ofBccr may. if he prefers it. retain the bill for 
check of future bills and merely send to the Accountant General 
a notice that he had “passed the establishment travelling allowance 

bill of for the month of 

for Rs ' ■ ■ -as follows: — 

Number of bills paid at the treasury. 

Amount 

Amount disallowed. 

Reasons. 

The bill contains the required certificate of the disbursement 
of the amounts." 

205. In the Public Works Department, save where any 
special rule or procedure has bwn authorised by departmental 
regulations, travelling allowance bills can be presented for pay- 
ment only after the claims have been passed by the controlling 
officers concernedi. 

The subordinates shall prepare their travelling allowance 
journals in Form G.A. 96 and, after these are duly countersigned 
by the controlling authority as abstract bill showing the totals 
under each head of claim for each person shall be prepared in 
Form G.A. 97 hy the Divisional Officer for presentation at the 
treasury, the original journals being either submitted to the 
Accountant General direct or attached to the abstract bill. 

Cost of mediced treatment. 

206, The expenditure incurred by, and to be reimbursed 
VO, iion-gazetted Government servants on account of medical 
attendance and treatment may be drawn in the establishment 
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pay-bills under the sub-head “allowances, honoraria, etc.” 
The amount drawn in the bills must he supported by proper 
receipts and vouchers in all cases. 

Disbursement of Pay and Allowances — Acquittance Rolls 

207. (1) The head of an office is personally responsible 
for the amount drawn on a bill signed by him or on his behalf 
until he has paid it to the persons entitled to receive it. and 
obtained a legally valid quittance on the office copy of the bill. 
If, in any case, owing to the large size of an establishment or 
for any other reason, it is not found feasible or convenient to 
obtain the receipts of the payees on the office copy of the bill 
the head of the office may maintain a separate acquittance roll 
in Form G.A. 100. 

Noie.—Tht Acquittance Rolb should be senallv numbered and references 
to the bills ot which they include disbursements should be recorded 
thereon. These rolls should be kept m guard files and under safe 
custody of a responsible officer. 

- (2) If for any reason, payment cannot be made within 
the course of the month, the amount dratvn for the payee shall 
be refunded by short drawing in the next bill; his pay or 
allowances may be dra^vn anew under Rule 200 when the occa- 
sion for making the payment arises: 

Provided that if in the opinion of the head of the office 
this restriction is likely to operate inconveniently, the amount 
of undisbursed’ pay or allowances may, at his option be retained 
for any period not exceeding three months, but this concession 
shall not be availed of unless the head of the office is satisfied 
that proper arrangements can be made for the safe custody of 
the sums retained. 

(3) Undisbursed pay or allowances may not, under any 
circumstances, be placed in deposit at a treasury. 

Note 1 . — Acquittance rolls and office copies of bills arc not required to he 
subtniiied to the Accountant General but being important records, 
they should be stamped ‘paid’ and presened carefully for the 
periods prescribed. 

Note 2 . — Cash drawn on pay and travelling allowance bilN of establishments 
should not be mived with reguhr cash balance of ihe department, 
if any. 
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In order to enable Heads of Offices and'other Disbursing 
Officers to discharge their re^nsibilities imposed under the 
above rule effectively a register in Form G.A. 102 should be 
maintained' in each office and Heads of offices and other officers 
should review the register periodically, while reviewing the 
register, the acquittance rolls and office copies of bills should 
also be reviewed so that a proper watch over undisbursed 
amounts may be kept. 
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CHAPTER XI 
Contingent Charges. 

I. — Introductory. 

203. The terra “Contingent Charges” or “Contingencies 
used in this chapter means includes all incidental and other 
expenses which are incurred for the management of an office 
as an office or for the technical working of a department, other 
than those which under prescribed rules of cla'*sification of 
expenditure fall under some other head of expenditure, c.g., 
forks’, ‘stock’, ‘tools and plant’, etc. 

fixate : — ^The term “Cootmgcni Cbafjss” v’.c-!d also ioclucJ; Cash pajuients 
of compensatory nature and erceedinj P' s', cn t occa'.n'i 
by Public Service Commission lo Oo'emtnent c flivefi ^a!/ed js 
experts for advising on selection of candidates 

209. The rules of procedure prescribed in this chapter 
shall apply primarily to contingencies, but miscellaneous 
expenditure which is not classed as contingencies, is also subject 
to these Rules, except in so far as it may be governed by any 
special rules of procedure prescribed m other chapters of this 
part or by any departmental regulations. 

210. The provisions of this chapter shall apply primarily 
to contingent charges of heads of offices, etc., who draw money 
required by them to disburse these charges by bills, drawn on 
ffie treasury. Contingent charges of other departments and 
offias are also subject to the rules in this Chapter, except in 
so far as they are supplemented or modified by departmental 

regulations. 


IL — General Rules. 

Classification of Charges. 

211. Contingent charges incurred on the public ser\'icc 
arc diWded into'the following dasscs, the classification adopted 
in each department or office being determined by orders of 
competent authority; — 

(i) Contract Contingencies. — Those for which a lump 
sum is placed annually at the disposal of a disbursing 
officer for e.xpcnditurc without further sanction of 
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any kind. They generally consist of charges 
annual incidence of which can be averaged with 
reasonable accuracy. 

(ii) Scale regulated Contingencies — ^to comprise such 
contingent charges as may be regulated by scales 
laid down by competent authority, e.g., rewards for 
destruction of wild animals, etc. 

(iii) Specie/ Conringencies — to include such contingent 

charges, whether recurring or non-recurring, as 
cannot be incurred without the previous sanction 
of superior authority. 

(iv) Cowntersignerf Conrmgcncies — to include such con- 

tingent charges as may require the approval of some 
controllmg authority before they can be admitted as 
legitimate expenditure against the Government, such 
approval usually taking the fonn of countersignature 
alter payment on a detailed bill subimlted to the 
Accountant General. 

(v) Fully vouched Contingencies, — to comprise contin- 

gent charges which require neither special sanction 
nor countenignature, but may be incuned by the 
head of the office on his own authority subject to the 
necessity of accounting for them. TTiese may be 
passed on fully vouched bills without counter- 
signature. 

Noif — The fi>c classes of contingencies set forth above are not necessarily 
mutually esclusivc. Hjerc may be cases m which special contin- 
gencies may be regulated by scales or in wluch a bill for scale- 

I regulated contingencies may require countenignature. When a 
conUngcQl bill within two or more classes, the pro(»lure 
prescribed m Section I\' of this Chapter for each of these classes 
should, as far as possible, be applied to it 

Perntanent Advances. 

212. Government officers who have to make payments for 
contingent expenditure before they can place themselves in 
funds by drawing contingent bills on the treasury, may make 
such payments out of permanent advances or imprests which 
they may be permitted to hold nn^r the orders of competent 
authority, subject to recoupment on presentation of contmgenl 
biUs. 
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General Umitations. 

213. All charges actually incurred must be paid and dra%\'n 
at once, and under no circumstances may they be allowed 
stand over to be paid from the grant of another year. 

214. No money shall be drawn from the treasury unless 
It is required for immediate disbursement. It is not permis- 
sible to draw money from the treasury in anticipation of 
demands or to prevent the lapse of budget grants. 

215. The charges relating to two or more major heads 
may not be shown in one register, nor included in one bill. 
But expenses which are shared in some fixed proportion 
between two biancbes of the same office may, unless they are 
reviewed by different authorities, appear in one bill. In such 
a case the joint grant may be entered in one register only for 
purposes of control, the account adjustment being left to the 
Accountant General. 

215A. (1) Save as hereinafter provided in this rule, no 
pay of any kind and no additions to pay may be dra\vn on 
bills for contingent expenditure. 

(2) Subject to any general or special orders issued by 
the Government, the pay of Gass IV servants, by whatever 
designation they may be called, who have been, or may be, 
declared by competent authority to be ineligible for pensions 
and who discharge the duties of the classes mentioned below, 
may be treated as contingent expenditure: — 

(i) Hot weather establishments. 

(ii) Coolies engaged on manual labour and paid daily or 
monthly wages. 

(iii) Sweepers. 

(iv) Other Classes of Class IV servants, e.g., dhobies, 
tailors, syces, grass-cutters, etc. 

The wages of temporary Field Establishments of Surv'cys 
and Settlement and of extra poidars entertained for accom- 
panying remittances, etc., may also be draum on contingent bills. 

216. Contingent charges incurred on amount of the wages 
of coolies engaged on manual labour and paid at daily or 
monthly rales shall be supported by a certificate signed 'by the 
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disbursing officer to the effect that the coolies were actually 
entertained' and paid. 

217. In the case of all other Class IV servants, v/hose 
pay is drawn on contingent bills, a certificate in the following 
form shall be furnished by the disbursing officer: — 

“Certified that all Class IV servants whose pay has been 
charged in this bill were actually entertained in 
Government service during the period concerned.” 

Responsibility of Drawing Officers. 

218. Every Government Officer shall exercise the same 
\’igilance in respect to petty contingent expenses as a person of 
ordinary prudence may be expected to exercise in spending his 
own money. The drawing officer is further responsible for 
seeing that the rules regarding the preparation of bills are 
observed, that the money is either required for immediate 
disbursement or has already been paid from the permanent 
advance, that the expenditure is within the available appropria- 
tion and that all steps have been taken with a view to obtaining 
an additional appropriation if the original appropriation has 
either been exceeded or is likely to be exceeded, and that in the 
case of contract contingencies, the proposed expenditure does 
not cause any excess over the contract grant. 

Responsibility of Controlling Authority. 

219. The countersigning officer shall be responsible for 
seeing that the items of expenditure included in a contingent 
bill are of obvious necessity and are at fair and reasonable rates, 
that previous sanction for any item requiring it is attached, 
that the requisite vouchers are all received and in order, that the 
calculations are correct, and specially that the grants have not 
been exceeded nor are they likely to be exceeded and that the 
Accountant General has been informed either by a note on the 
bill or otherwise of the reason for any excess over the monthly 
proportion of the appropriation. If expenditure be progressing 
too rapidly, he shall communicate with the drawing office and 
insist on its being checked. 

Cancellation and Destruction of Sub-vouchers. 

220. The following rules for the prevention of the frau- 
dulent use of sub-vouchers shall be observed by all drawing and 
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controlling officers in the matter of cancellation and destruction 
of sub-vouchers: — 

(i) Unless in any case it is distinctly provided otherwise 

by any rule or order, no sub-vouchers may be 
destroyed until after a lapse of three years. 

(ii) Every sub-voucher which under the provisions ol 

section IV of this Chapter, is not forwarded either 
to the* Accountant General or to a controlling officer 
along with bills but is recorded in the office to which 
the expenditure relates, must be duly cancelled by 
means of a rubber stamp or by an endorsement in 
red' ink across the voucher, the cancellation being 
initialled by the officer authorised to draw the con- 
tingent bills of the office. The cancellation should 
be made at the time when the contingent bill m 
which the sub-voucher or sub-vouchers are included 
is actually signed. If the amount of a sub-voucher 
exceeds the permanent advance, the cancellation 
should be made immediately the payment is made 
and entered in the contingent register. 

(iii) Sub-vouchers submitted to a controlling officer, 

which he is not required to forward to the Accoun- 
tant General, should be duly cancelled by him 
after check and the cancellation should be attested 
by the controlling officer at the time of counter- 
signature of the bill. 

(iv) In all cases in which sub-vouchers are not required 

to be submitted to the Accountant General or the 
controlling officer, the drawing officer should certify 
in the bill that sub-vouchers other than those attached 
to the bill have been destroyed or so defaced or 
mutilated that they cannot be used again. A similar 
cev'difunf s'lkruili' iJu Armvihfu’ iJy cumtuifing- 
authority in respect of sub-vouchers submitted to him 
by the drawing officer but which he is not required to 
submit to the Accountant General. 

A’yfr;~Sub-vouchcrs which are required to be sent to the Accountant Gcrcral 
should not be cancelled either by the drawing ofTiccr or by the 
controlling oITiccr as. the duty of cancelling ihc^ sul>^ouche^^ and 
keeping them in proper custody to present their freuduicat L'C 
dcsolses on the Accountant General. 
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III— Record of Contingent Expenditure. 

Contingent Register. 

221. A register of contingent expenditure shall be kept 
in each oifice and the initials of the head of the office, or of a 
gazetted officer to whom this duty has been delegated by him, 
shall be entered against the date of payment of each item. 

222. The standard form of the contingent register will be 
as in Form G.A. 104. The actual details such as the number 
of columns to be opened, the sub-heads and detailed heads 
and' such further detailed classification as may be required for 
the purpose of control, may be settled by the Accountant 
General and the controlling authority to suit the conditions of 
each department and office. 

As a general rule, the most common sub-heads and 
detailed heads may have separate columns with appropriations 
noted at the top. The less important and trival items may be 
lumped' together in one column when each of the separate items 
need not be accounted for or watched separately. Any charge 
falling under any of the separate columns but requiring 
explanation may be described in the column headed “Descrip- 
tion”, though the amount of it is entered only in its special 
column, and the same “Description” column will serve also for 
note of the month or period to which any recurring charges 
(c.g. rent, wages of punkha pullers) entered in the other columns 
belongs. 

Note I . — more convenient a separate register may be maintained for each 
class of contingent charges. 

Note 2 . — If during the absence of the head of the oflice and of the gazetted 
officer to whom the duty of maintenance of contingent register 
has been delegated, the entries in the contingent register have 
been initialled by a non-gazetled Government officer, the register 
: must be reviewed and the entries rc-inilialled by the head of 

the office or such gazetted officer on return to duty in. the 
headquarters. 

223. - As each payment is made, entries must be made in 
(he contingent register of the date of payment the name of 
payee and the number of sub-vouchers in the three columns 
to the left, and the amount in. die proper column; and in the 
case of any charge requiring explanation, the initial of the 
officer incurring it shall be taken against the ‘description. 
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224. To enable the disbursing officer to watch the pro- 
gress of the expenditure under each detailed head, as compared 
with the appropriation for it, a pro^essive total of all the 
columns must be made monthly immediately after the monthly 
total, so as to include all payments under each head, as also 
charges adjusted by book transfer under Rule 239 from the 
commencement of the year up to the end of the last expired 
month. 

Sole . — Contingent charges are to be recorded and treated in the accounts 
as charges of the month in which they are actually disbursed from 
treasury. 


TV— Bills for Contingent Charges. 

Genera!. 

225. (1) When it is necessary to draw money for contin- 
gent expenses, as for example when the permanent advance 
begins to run short, or when a transfer of charge takes place, 
and in any case at the end of each month, a red ink line shall 
be ruled across the page of the register or registers, the 
several columns added up and several totals posted in separate 
bill (or each class of contingent expenditure. The head of 
the office or the officer to whom this duty has been delegated, 
shall carefully scrutinise the entries in the register or registers 
With sub-vouchers, initial them if this has not already been 
done and sign the bill which will then be dated and numbered 
and presented for payment at fte treasury. 

(2) heads of contingent expenditure may be entered 
m manuscript in the bill and the totals posted against them, 
provided that in cases of expenditure requiring explanation, full 
details of the charges must be entered in the bill, except when 
mey are given in the sub-vouchers sent to the Accountant 
General. 

— ^\^len the permanent advance is running short, a demand may be 
presented in evecss of the bahnce; this item too should be entered 
in register and included in (he KII. the number gnen being that 
Vihich the sub-voucher or sub-vouchen will bear when payment ias 
been made. 

226. (I) Subject to any order or instruction issued by 
the Government in this behalf, a corrlingent bill for payment 
to suppliers, etc. which cannot be met from the permanent 
advance, may be endorsed for payment to the party concerned. 
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This procedure shall not apply to cases, where the disbursing 
officer is authorised to incur expenditure by drawing cheques 
on the treasury. 

(2) Whenever under the provisions of this rule a con- 
tingent bill is endorsed to private party, the drawing officer 
shall issue an advice (Form GA. IW) to the treasury officer 
concerned, giving full particulars of the bill. The item must 
at once be entered in the contingent register and a note made 
to the effect under the initials of the drawing officer that the 
amount has been drawn. 

(3) An endorsement of a contingent bill by a drawing 
officer in favour of a messenger is not an endorsement for the 
purpose of this rule. 

Note . — Endorsements will in all cases remain current for three liionlhs only, 
counting from the dale of issue. In ihs case of bill issued in the 
last quarter of the jear, howcv'cr, an endorsement should be entered 
to the effect that the pajment orders will lapse unless the bills are 
cashed by the end of March. 

227. ^Vhen, in paying rewards to informers, or in any 
other case, it is not desirable to disclose the name:> of payees, 
a certificate in the hand\vntmg of the disbursing ofilcer to the 
effect that the payment has been duly made, shall be submitted 
to the Accountant General in support of the payment in lieu 
of the payee’s receipt ordinarily required 

Contract Contingencies. 

228. In respect of contract contingencies, the bill shall be 
presented in a form similar to Form G.A. 108. Sub-vouchers 
for more than Rs. 25 shall be retained in the office while the 
others shall be destroyed or so defaced that they cannot be used 
again. 


Ftilly-Voucbed Contingent Charges. 

229. (1) Officers whose contingent bills do not require 
countersignature and who do not embody in their bills charges 
of any officer dealing separately wth the treasury, need no: 
submit monthly bills; but they should draw money from the 
treasury by bills in Form GA. ItW, showing full details of the 
charges. 

Note : — The following illustration explains the second condition. ‘A’ whose 
bills do not require countetsig;Bature. htis subordinates who hold 
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part of his permanent advance and place themsehes m funds bj 
sending paid vouchers to ‘A* and obtaining from ‘A’ the amount 
of their actual expenditure; ‘A’ need not submit month)) bills 
The bills of ‘B’ do not require countersignature, but his subordi- 
nates are allowed to deal direct with some treasury presenting bills 
for encashment, which are to be adjusted b> ‘B's monthl> bills. 
‘B’ must submit monthly bills la adjustment of the bills cashed by 
himself and his subordinates. 

(2) Unless in any case the Comptroller and Auditor 
General direct otherwise, sub-vouchers for trwre than Rs. SO 
shall be submitted to the Accountant General. 

Charges regulated by Scales and Special Contingencies. 

230. Charges regulated by scales, and special contingen- 
cies which require the previous sanction of superior authority 
before they can be incurred shall be drawn in the abstract bill 
form (Form G.A. 109) with a full description of the charges 
and accompanied by sub-vouchers above Rs. 50 or such other 
limit as may be prescribed by the Comptroller and Auditor 
General. In the case of special contingencies the orders of 
sanctioning authority must be quoted; and when expenditure 
for which a lump sum is granted under a single special sanction, 
is continued over -more than one month, the second and subse- 
quent month’s bills shall bear a note of how much has been 
spent up-to-date under the sanction. 

Countersigned Contingencies. 

, 231. Bills for contingent charges requiring counter- 

signature before payment shall be drawn in Form (G.A. 111). 

Abstract Bill, 

, 232. Except in the case of contingencies requiring under- 

signature before payment, contingent charges falling under this 
group may be drawm from the treasury by presentation of 
abstract bills in Form G.A. 109, subject to the presentation of 
detailed bills to the controlling oflicers for countersignature and 
transmission to the Accountant General in accordance with 
the procedure hereinafter prescribed, (See detailed instructions 
m Annexure A to this Chapter). 

233. The numbers assigned to the sub-vouchers pertain- 
ing to each entry in the abstract bill (Form G.A. 109) shall be 
detailed against the entr)' concerned, the amount being given 
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only in those cases where a sub-voucher is for more &an 50. 
A certificate to the effect that the monthly detailed' bill for 
abstract bills drawn in the previous month has been submitted 
for countersignature to the controlling officer on such and such 
a date shall be attached to the first contingent abstract bill 
presented for payment after the 10th of each month. On no 
account may an abstract bill be cashed after the 10th of the 
month without this certificate. 

Detmled Bill. 

234. From the monthly totals of the contingent register 
the monthly detailed bill shall, in the case of contingent charges 
countersigned after payment, be prepared in Form G.A. 110 
headed ‘Not payable at the treasury’; and showing the monthly 
total of each column, with description of each charge requiring 
explanation. The numbers assigned to the sub-vouchers shall 
be entertained in detail against each item; and the number and 
date of every abstract contingent bill cashed at the treasury, 
and the sub-vouchers included in each shall be shown in the 
memorandum at foot. The amount shown in the bill must be 
agreed with the total of the abstract bills cashed during the 
month. Differences, if any, between the total of a detailed 
bill and the register must be adequately explained. The 
detailed bill shall be signed by the head of the office and 
submitted to the controlling officer, or if there be no controlling 
officer, to the Accountant General direct, with all sub-vouchers 
above Rs. 50, his signature to the certificate endorsed on the 
bill, taking the place of the smaller ones. 

iS'org. — linut of Rs. 50 above which sub-vouchcrs are required to be 
subnutted to the Accouataut General is subject to alteration by the 
Comptroller and Auditor General. 

235. If in any month the monthly proportion of the 
appropriation has been exceeded, a report of the special 
circumstances which rendered the excess necessary shall be sent 
to the countersigning officer with the detailed bill. 

Countersignature. 

236. On receipt of the monthly detailed bill in the office 
of the countersigning officer, it shall be reviewed by the counter- 
siting officer with the sub-vouchers. Any disallowance, 
with the number of the sub-voucher concerned and explana- 
tion of the objection, must be noted on the bill, and in 
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the office of the controlling offiar. The counters(^ninc officer 
shall then record the date of admission under his mitLil': '^ici’ 
the bill and despatch it to the Accountant General direct \Mth 
the sub-vouchers for items for more than Rs. 100. his signature 
to the certificate endorsed on the bill taking the place of the 
smaller ones. 

l^ote I. — TTie term “items” refers to items of expenditure and n'M iicms nf 
charges, e^, a charge for Rs 120 for section*«nter>. would not 
require to be supported by a sub-\ouchcr. if the amount i' nnde 
up of sums paid to scscral indisiduals, none of which exceei's 
Rs. 200. 

The limit of Rs 100 is hemeser, subject to alteration b\ the 
Comptroller and Auditor General 

Note 2.— In the absence of the countersigning officer, the csaminatinn and 
countersignature of the bill may be performed «ome rcspon'ihle 
garetted officer authorised by the countersigning officer 
Note 2.— A register fForm G A. 105) of contingent expenditure may also be 
kept in the office of the controlling officer in such form ami 
according to such method as may be settled in consultation with 
the Accountant General 

Disollowances. 

237. After despatch of the bill to the Accountant General, 
the countersigning ofiicer shall communicate any disallowance to 
the drawing officer and its amount shall without fail be refunded 
by short drawing in the next contingent bill presented at the 
treasury' for the same department or office. The gross amount 
of each sub-voucher shall be entered in such bills and below the 

total shall be entered “Deduct disallowed from bill of 

■ Rs. ”, the receipt given being 

for the net amount only. If, after correspondence, the counter- 
signing officer withdraw’s his objections, the amount may be 
rc-drawn in the next bill presented at the treasup' by entering 
aner the total of tire sub-vouchers "And amount dis.illowcd from 

yi of refunded by deduction from contingent bill 

^ 0 . , dated , and allowed as 

(he receipt would be for the gross amount, and the 

Items would be re-included in the next monthly contingent bill. 

Inspecting Officers' Bills. 

238. An inspecting officer who is not authorised to take 
advances on account of office contingent charges may provide 
himself with a portion of his permanent advance, and recoup 
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himself from time to time by presenting at the different treasuries 
or offices of disbursement contingent bills in the ordinary form. 

In the case of countersigned contingent charges, one 
detailed bill may adjust moneys drawn at more than one treasury, 
details of places of payment of the several encashed bills, as well 
as their dates of payment and amounts, being noted at foot of 
the bill. The amounts drawn must be taken as final payments, 
and not as advances. 

V — Miscellaneous Rules. 

Inter-Departmental Transfers. 

239. In the case of work done by a Government factory 
(such as Jail or Workshop) as also in other cases in which inter- 
departmental adjustments are permissible, the officer incharge 
shall if the adjustment is to be made by book transfer, prepare 
an invoice of the quantity and price of the work done and forward 
It in triplicate to the officer served, v/ho, on approving the invoice, 
will countersign all and return one copy to the supplying officer. 
Another copy he will file in his own office, and the third he will 
attach to his contingent bill for the current month, noting the 
amount in the statement of Account at foot in order to work out 
the available balance of his grant, but not including it as a dis- 
bursement among the charges of his bill. Before despatching his 
monthly bill, he must post the amount of the v.'ork bill in his 
contingent register, and include it in the forward total, in order 
that he may agree the forward total with that shown in the 
statement of account of Jiis contingent bills. In the register of 
the countersigning officer, where such a register is kept, the 
amount of such a bill must in like manner be separately entered. • 
Such invoices .shall never be retained by the countersigning officer. 
Note — At places where telephone service is under the control ot the Posts 

and Telegraph Department, bills for telephone charges wD! be 
forv.'arded in duplicate to the officer served who, on approving the 
bill, will countersign both and return one copy to the supplying 
officer The other copy be should submit with the contingent bill 
to the Accountant General after making the necessary notes in It:s 
contingent register. 

Service Postage Stamps. 

240. The following procedure shall be adople.l by Govern- 
nent officers for obtaining service postage star, ps fj ;m the 
It easury and for the adjustment of their value: — 

(1) Officers v/ho draw money from the l.casuryon 
contingent bills . — h bill in Form G.A. 1 12 ‘hould be 
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prepared by the departmental ofTicer when, he require^ 
ser\'ice postage stamps. The bill should ci'niam the 
acknowledgement of the drawing ofTicei o" .e receipt 
of the stamps indented for and should in other respect> 
be treated in the same way as a contingent bill for 
drawing cash from treasury. The Treasury Othcer 
should pass the bill for payment by tranifer. have the 
stamps issued and enter the amount in the list of pa> - 
ments, crediting the value of the stamps m the ^an e 
manner as if cash w'ere realised 

(2) Officers who draw money by cheques—Cneques, to be 
presented in payment of the value of service stamps 
should be drawn in favour of the officer (olficia' 
designation without name) who supplies the stamp » 
whether they are drawn by the oTicer who indents fo' 
tlis stamps or by a departmental officer on the indent- 
ing officer’s requisition. Such cheques must alwa.. . 
be crossed. Cheques draw.; on the Bank maybe 
accepted and tftc stamps isiued witliout insisting on 
the cheques being deposited first in the Bank. 

A separate indent drawn in Form G.A. 113 should 
accompany the cheque. The treasury olficer will retain the indent 
and grant a receipt as required by rules. 

241, Service postage stamps may be issued direct froir 
sub-treasuries on llie presentation of bills or cheques in 
accordance with the provisions of the precedinc rule, without 
such bills or cheques being first passed by the District Treasure' 
Officer. 

24IA. Each Officer who has been supplied with a tele- 
phone should maintain a register of Trunk Calls in Form G A. 
J16 in which entries should be made soon after the Call, men- 
tioning the name and address of the Officer to whom tlie call i*; 
made. Bills of the Telephone Department should be vcrifie.l 
on the basis of these entries to which reference should be quoted 
on the bills. Tlic register should be kept in the safe custode of 
the officer. 

VI — Miscellaneous. 

Po'iicrs to Subordinate Authorities to sanction 
Contingent Charges. 

242. (1) The financial powers of subordinate authorities to 
mnction contingent expenditure arc regukited generally by the 
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orders embodied in Appendix VIII and such other general or 
special orders as may be issued by Government in this behalf. 

Subject as aforesaid, the head of an office may incur or 
sanction expenditure on contingencies within the amount of 
appropriation placed at his disposal for the purpose, provided 
that — 

(1) In cases where any special rule, restriction, limit or 

scale has been prescribed by competent authority 
regarding any particular item or class of contingent 
expenditure, it should be strictly observed; 

(ii) Contingent expenditure of an unusual character or 
■* involving departure from any general or special rule 
or order made by Government should not be incurred, 
nor should any liability be undertaken in connection 
therewith, without the previous sanction of 
Government. 

(2) In respect of contract contingent charges for which a 
lump sum IS placed annually at the disposal of a disbursing 
officer, no formal sanction will be required for expenditufi 
incurred within the annual allotment, except in so far as the 
authority fixing the contract allotment issues directions to the 
contrary. 

(3) The head of an office may authorise any gazetted 
officer serving under him to incur expenditure under sub-para 
(1) above, subject to the conditions specified in Rule 106. 

Hole — Where the Finance Department considers that any particular itetn of 
Contingent expenditure meniionni in Appendix VJII is so important 
that the annual monetary limit prescribed for it should be enforced 
in audit, a special order will be issued declaring it to be an item 
of Special Contingeni^. Except la lliese cases the annual or 
montWy^monctary limits presenbed will be regarded as adminis- 
trative restrictions to be watched by Drawing Officer. In order 
that Drawing Officers might leaKse their responsibility in the 
matter, it should be necessary that every Drawing Officer should 
furnish a certificate on the contingent bills to the effect that the 
monetary or quantitative lunits prescribed by the Finance Depart- 
ment in respect of items of conUitgencies included in the bills have 
not been exceeded. The correctness of the Certificates will be 
verified whenever the contingent expenditure of any office is locally 
audited. 

Where the monetary limit has been exceeded, the Drawing Officers 
cannot furnish the necessary certificate. In such cases the sanction 
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of the competent authority has to be obtained Cuniingencic<; of 
the tjpe will be treated as “Special Conlinccnciei" and will be 
dealt ^\ith by the Audit Officer m accordance with the rules on Uie 
subject. 

To the extent to which limits baic been impcKed on the ponen 
of the officers concerned for incurring expenditure on --pecilied 
items of contingencies on each occasion they will be treated as 
Scale-regulated contingencies. 

243. In the case of non-recurring contingencies, the com- 
petent authority may, where this course is more convenient, 
accord sanction by signing or countersigning the bill or voucher, 
whether before or after the money is drawn, instead of by a 
separate sanction. 


Permanent Advances. 

244. Permanent advances may be granted to ofiicers w’ho 
may have to make payments before (hey can place themselves 
in funds by drawing on the treasury. They are subject to the 
following rules: — 

(i) The amount of the advance will be fixed by Govern- 

ment, in consultation with the Accountant General 
except in cases falling under clause (ii). 

(ii) Heads of Departments may, unless Government 

otherwise directs, sanction the grant of permanent 
advances for offices subordinate to them up to the 
amount advised as appropriate by the Accountant 
General. Permanent a^ances for offices of Heads of 
Departments must, however, be sanctioned by the 
. Government in (he administrative department con- 
cerned. 

(iii) Applications for the grant or revision of a permanent 

advance must be submitted to the sanctioning 
authority through the Accountant General who will 
advise as to the appropriate amount of the advance 
In cases falling under clause (ii) above, if there is any 
difference of opinion between the Accountant General 
and the sanctioning authority on this point, the matter 
should be referred for the orders of Government. 

applications for permanent advances should be .accompanied by 
a statement showing month by month for the preceding twelve 
. months the amount of contingent bills cashed with classified details 

cf items of expenditure. 
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(iv) As these advances involve the permanent retention 
of money outside the treasury, they must not be 
larger than is absolutely essential. 

(v) These advances should not be multiplied unneces- 
sarily. An officer’s advance should meet the needs 
of every branch of his office. If he has subordi- 
nates who require petty sums, he should spare a 
small portion of his own advance for their use 
rather than apply for separate advances for them, 
taking acknowledgements from them in the same 
way as he himself furnishes acknowledgements to 
the Accountant General, and retaining them in his 
office. 

(vi) The advance is intended to provide, on the responsi- 

bility of the officer entrusted with it, for emergent 
petty advances of all kinds, though it is seldom 
that they will be needed for other than contingent 
charges; thus, if a Class IV servant is required to 
travel by rail, his fare must sometimes necessarily 
be advanced from this amount. 

(vii) The holder of a permanent advance is responsible 

for the safe custody of the money placed in his 
hands and he must at all times be ready to account 
for the total amount of the money. 

(viii) In the case of transfer of charges and yearly on the 
15th April, each offices holding a permanent advance 
must send an acknowledgement to the Accountant 
General of the amount due from and accountable for 
by himself as on the 31st March preceding" 

Note . — Advances may be made of (he actual railway fare or/and road 
mileage lo all non-gazeWed Police Officers but such advances and 
their repayment need not appear in Government accounts. 
Travelling allowance bills may be made out for the full claims 
admissible as soon as the journeys arc completed and any advances 
m^e out of the permaoeat advance may be recovered out of the 
amounts drawn from the treasury on such travelling allowance bills. 

Control of Expenditure. 

245. Expenditure inciftred by a disbursing officer on 
objects classed as countersigned contingencies must come under 
the direct supervision and scrutiny of the head of the department 
or the Controlling Officer who will sign the detailed bills relating 
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to them; Monthly detailed "bills in res-pect of countersigned 
contingent charges incurred by each officer should be submittM 
to the controlling authority concerned for detailed scrutiny in 
accordance with provisions of Rule 219 and transmission after 
countersignature to the Accountant General. Full details of 
such charges need not be entered in the abstract bills, presented 
for payment at the treasury. A competent authority may in 
respect of specified items of countersigned contingent charges 
require the detailed contingent bills to sent to the controlling 
authority for scrutiny and coxmtersignature before it is presented 
for payment at the treasury. 

Nole.— The provisions of this para do not apply to contingent charges of 
heads of departments and other controUiflg aulhonucs, which will 
t* drawn and atconnttd for rn accordance tbe procedute U«1 
down in the following para. 

246. No detailed bills need be submitted to a higher 
authority for contingent charges which are not classed as 
countersigned contingencies, each bill presented at a treasury 
should, therefore, contain full details of the expenditure 
supported by necessary sub*vouchers for individual payments 
included in the bill. 

247. The duties and responsibilities of disbursing and 
controlling officers with regard to contingent expenditure 
incurred on the public service are defined in Rules 218 and 219. 
The head of each department should issue such subsidiary 
instructions as may be necessary for the guidance of controllmg 
and disbursing officers subordinate to him. 

248. Budget Manual contains detailed instructions as to the 
general procedure for the control of expenditure against appro- 
priation. The following special instructions are laid down for 
the control of contingent expenditure: — 

(i) Where the appropriation for contingent charge^, 
covers expenditure on a number of distinct and 
individually important objects or class of expenditure, 
such appropriation should be distributed by the 
controlling authority among the important items 
comprised in it. If some of the items are not 
important, those items taken as a whole may be 
treatetf as a single important item for this purpose. 
The expenditure on each important item should be 
watched and controlled separately against the 
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allotment for it, espedally when the charges are of 
a fluctuating nature. The contingent register should 
be so designed that this can be done conveniently. 

(ii) For countersigned contingencies the monthly detailed 
bills provide all the information required by the 
controlling authority for checking the expenditure 
against the appropriation. If, in any month, the 
expenditure exceeds the monthly proportion of the 
appropriation for the year, the disbursing 
should send a report to the controlling ^ authority 
along Viith the detailed bill, furnishing special reasons 
- for incurring the excess expenditure. 

(iii) For non-countersigncd contingencies, the controlling 
authority should get periodical statements from each 
disbursing officer (monthly or at least quarterly) of 
the progressive expenditure compared with the 
allotment under each item for which there is a 
specific appropriation or allotment. If the_ expen- 
diture IS progressing too rapidly, he should instruct 
the disbursing officer to curtail it to the necessary 
extent. He should also, during his local inspections, 
scrutinize the contingent registers of the offices under 
the control and satisfy himself generally that the 
charges are necessary and not excessive, the rates 
correct, the sanction obtained adequate, etc. 

Special Rules relating to Particular kinds of Contingencies. 

Contract Contingencies. 

249. When under any special order of competent authority 
a lump sum is placed annually at the disposal of a disbursing 
officer for expenditure on specified items of contingencies, with- 
out further restrictions, the officer incurring expenditure against 
the lump sum allotment should be held entirely responsible for 
the regularity of such expenditure, and for any e.xpenditure in 
excess of such allotment until the excess is sanctioned by 
competent authority. 

Contingencies regulated by Scales. 

250. Contingencies regulated by scales include such 
charges as liveries to Class IV servants, rewards for destnio 
tion of wild animals, batta to witnesses and the like. The 
authority prescribing the scale should lay down the conditions 
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preredent to the application of the scale, making it clear whether 
the bills must be countersigned before or after payment and 
what certificates should support the bills. It should be the duty 
of the controlling officers to see that the charges mcurred are 
in accordance with the prescribed scales and the conditions v;hich 
govern them. 

Expenditure for other Officers. 

251. When a Government officer makes purchases or 
incurs expenditure through an officer m another district and the 
amount to be paid on account of contingent expenditure 
mcurred in this way is not less than Rs. 50, payment may be 
made by Bank Drafts, but otheixvise every public officer who 
incurs expenditure in this way must treat it as expenditure ol 
his own office, and not demand recoupment from the officer 
at whose request he, as an agent, incurs the expenditure. The 
charge must, however, be taken as expenditure of the depart- 
ment to which (he officer requiring (he expenditure is attached 
and therefore, an officer should address his applications for any 
Mrvicc to the principal officer of his department m the district 
indented on, e.g., a TOlice officer should ask the District 
Superintendent not the Magistrate, to purchase blankets for him . 
The Ma^rate in such a case would pass on the indent, or the 
voucher if he has supplied any articles, to the police officer, who 
would deal with the charge if it is less than Rs. 50 as a final one 
of his own office, applying to the proper authority for an extra 
appropriation, if his own should fall short before the end of the 
year. The responsibility for obtaining proper sanction should 
always rest vdth the originating officer. 

Note 1 . — TTiis rule is not applicable when purchases are effected in the 
Caintal Ure-n of a State the cost may then be seat by R anVr Drafts 
if it is not less than Rs. 25, and by Postal Money Order if it is 
less th*n Rs, 25. 

Note 2.— The rule does not aUo apply to expenditure chargeable to local 
funds, wluch should always be recovered. __ 
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ANNEXURE A 

Drawal of funds on abstract contingent bills. 

(See Rule 232) 

In cases of contingeot expenditure of the classes mentioned in para i 
below, the Drawing Officers may draw the charges from the treasuries ever 
if the expenditure is beyond their own powers of sanction, and the sanctior 
of the higher authorities has not yet been obtained. The amount drawr 
should, in no case, exceed what is urgently required for immediate dis- 
bursement. These charges alone may be drawn on Abstract Contingen! 
Bills. These amounts should be disbursed immediately and the detailed 
contingent bill prominently marked “Not payable at the Treasury” sent tc 
‘.he authority competent to sanction Ihe charge for countersignature and 
onward transmission to the Accountant General, Rajasthan. This should be 
done soon after the close of the month in which the Abstract Contingent 
Ihlis are drawn and in any case before the )0th of that month. On the first 
Abstract Contingent Bill drawn after the lOih of each month, the following 
certificate should invariably be recorded: — 

“Certified that the Detailed Contingent Bills in respect of the Abstract 
Contingent Bills drawn in ibe preceding month have been 
subitiUied to the Controlling Officer.” 

2. In the absence of this ceriificale, the payment o! Abstract 
Coniiagctit Bills drawn after (he lOth of the month will be refused by the 
Treasury Officers under Article 232 of (he General Financial and Account 
Rules. 

3. I3eparfm'’n(j. /teme of Exytndiiwt of centinpeneiea far vbkh 

Abilract Oentingent £illf can bt draien, 

1. Apiculture («) Exponditore incidental to breakdown of 

vehidee, tracton, oompreaeon etc. 

(it) Unforescon and emergent expenditure on anti* 
locust operations. 

(m) Ihirchase of eceds and for meetii^ iiusideatal 
ebatg^ thereof. 

Expenses rm traveUing and messing arrange* 
ffleots for educational tours, training and 
other camps, and repairs to Kutcha 
buddings. 

Payments to workers on muster rolls, gratui* 
tons relief, purchase of stores for use on 
works. 

Expenditure to be incurred urgently for 
repaiiB to vehicles which have broken down, 
for purchase of fodder for animals, for 
petty construction and repairs to Police 
lines and buildings, for Police parties for 
riots and pursuit of criminals etc., and for 
recnuteieiit of policemen. 


3 Famine Re'ief 
Department 


4. Police Dopartiuent 
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5. ColoQiiatioQ 

6. Settlement 

7. Collectors 


S. Berecae 
9. Minims Department 


Payment of labonr on muster rolls. 

PAjment of labour on muster rolls 

Bzpenditare incurred in connection with 
payments to workers on muster rolls and 
purchase of stores for use on Local Develop- 
ment Works. 

J^yment to temporary labour employed for 
Land Revenoe Work 

Expenditure incurred in conuection with pay- 
ments to temporary labourers whose wages are 
drawn on muster rolls. 


10. Consolidation De- Eipenditnre incurred m connection with pay- 
partment. ment to temporary labourers whose pays are 

drawn on muster rolls. 


11 Director, Animal 

Husbandry .. Forpurchase of animals. 

12. Development Depart- (») Expenditure to b« incuired on Seminars, 
camps and study lours. 

(ii) Purchase of fodder for animals. 


13. Medical Department In connection with making payment for the 
PQrcbaseof vaccine lymph from the State 
Tacdne Institute, Patwadangar, Dtler Pra- 
desh. 

14 Jail Department. . Purcbaeo of Cotton yam for Jail Fa<^ tones. 
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CHAPTER XII 
Stores 

I. — Introductory. 

252. This Chapter contains the general rules applicable to 
all departments regarding stores required for use in the public 
service. Detailed rules and instructions relating to the various 
departments e g , Public Works, Stationery and Pnntmg. and 
other departments responsible for or concerned m large purchases, 
manufactures or consumption of stores should be laid down hr 
departmental regulations relating to the departments. 

Note . — The term “stores" used in this chapter applies generallv tn all articles 
and malerials purcha$«J or othcrvMse acquired for the u-e of 
Government, including not only expendable and ariicles in 

use ot accumulated for specific purposes, but al‘o arui.1e>. of dead 
stock of the nature of plant, machinery, inslrumenu. fumilure. 
equipment, fixtures, etc 

253. Expenditure on stores incurred in the Civil depart- 
ments is included under contingent expenditure (except where 
it is treated oiherwbe e.g. stores relatmg to works) and sub- 
ject to what is provided in the following rules, is governed 
generally by the rules which apply to such expenditure. 

II. — Purchase and Acquisition of stores. i 

Authorities Competent to purchase Stores. 

254. Subject to any special rule or order applying to any 
particular department, an authority which is competent to 
incur contingent expenditure may sanction the purchase of 
stores required for use in the public service in accordance with 
the provisions contained in the following paras. Such pur- 
chases are also subject to the usual restrictions regarding the 
existence of necessary appropriation and to any monetary' 
limi^ and other conditions prescribed generally or in regard to 
specific articles or classes of articles. The powers of sub- 
ordinate authorities in the matter of purchase of stores are laid 
down in the Schedule of Powers. 

A'o/f.— Special powers dclegaled to the oflicers of Public Worl.s Department 
will be found in the departmental Code 
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Rules and Instructions govermng the Purchase of Stores. 

255. All purchases of stores for use in the public service 
should be regulated m strict conformity with the Store Rules 
and the subsidiary instructions as may be issued by the Gov- 
ernment from time to time. (See Appendix XVI). 

256. Purchases must be made in the most economical 
manner in accordance with the definite requirements of the 
public service. Stores should not be purchased in small 
quantities Periodical indents should be prepared and as many 
articles as possible obtained by means of such indents. At the 
same time, care should be taken not to purchase stores much in 
advance of actual requirements, if such purchase is likely to 
prove unprofitable to Government. 

Where scales of consumption or limits of stores have been 
laid down by competent authority, the oiTicer ordering a supply 
should certify on tlie purchase order that the prescribed' scales 
or limits are not exceeded. 

257. Purchase orders should not be split up to avoid the 
necessity for obtaining the sanction of higher authority required 
with reference to the total amount of the orders. 

Receipt of Stores. 

258. All materials received should be examined, counted, 
measured or weighed- as the case may be, when delivery is 
taken, and they should be taken in charge by a responsible 
Government officer who should see that the quantities are 
correct and their quality good, and record a certificate to that 
effect. The officer receiving the stores should also be required 
to give a certificate that he has actually received the materials 
and recorded them in the appropriate stock register. 

Issue of Stores. 

259. When materials are issued from stock for departmental 
use, manufacture, sale, etc., the Officer-in-Charge of the stores 
should see that an indent in the prescribed form has been made 
by a properly authorised person, examine it carefully with 
reference to the orders or instructions for the issue of stores and 
sign it, after making suitable alterations under his dated initials 
in the description and quality of material, if he is unable to 
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comply with the requisition in full. He should then prepare 
and sign the form of the invoice attached to the indent accord- 
ingly to the supply actually made. The mdent should be 
returned' at once to the requisitioning officer for signature. 
When materials are issued, a written acknowledgment should 
be obtained from the person to whom they are ordered to be 
delivered or despatched, or from his duly authorised agent. 

In case of stores issued to a contractor, the cost of which 
IS recoverable from him, the acknowledgment should give full 
particulars of the materials issued, includmg the recovery rates 
and the total value chargable to the contractor. 

Transfer of Charge of Stores. 

260. In cases of transfers, the Oflicer-in-Charge of stores 
should see that the stores in his custody are made over correctlv 
to his successor and a proper receipt taken from him. 

Everj’ departmental officer is bound to take over charge 
of departmental stores which, from the death or departure of 
the person lately in charge or from any other cause, may be 
left at or near his station without adequate protection. For 
detailed instructions see para 261. 

HI. — Custody and Accounts of Stores. 

General. 

261. The head of an office or any other officer entrusted 
with stores of any kind should take special care for arranging 
for their safe custody, for keeping them in good and efficient 
condition, and for protecting them from loss, damage or 
deterioration. Suitable accommodation should be provided 
more particularly for valuable and combustible stores. He 
should maintain suitable accounts and inventories and prepaie 
correct returns in respect of the stores in his charge with a view 
to preventing losses through theft, accident, fraud or otherwise 
and to making it possible at any time to check the actual balances 
with the book balances and the payment to suppliers, etc. 

262. The form of slock accounts mentioned in the preced- 
ing para, should be determined with reference to the nature 
of the stores, the frequency of the transaction and the special 
requirements of each department or office in which they are 
used. The general and essential principles in accordance 
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with which such accounts are to be kept are laid down in the 
Allowing paras. 

It is not, however, intended that these rules should re- 
place the detailed store accounting rules prescribed in the 
departmental regulations of various departments such as 
P.W.D. or in any special orders which apply to any particular 
department, unless a competent authority has held that the 
existing rules are defective and should be brought into harmony 
with the general principles laid down below. Where audit of 
the accounts of stores and stocks has been undertaken by the 
Comptroller and Auditor General, the Accountant General will 
bring to notice cases in which there is a hiatus to be filled in by 
the application of these rules and in which losses to Government 
could have been avoided by the use of these rules. 

263 Separate accounts should be kept of— - 

(i) “Dead Stock” such as plant, machinery, furniture, 
equipment, fixture; and 

(li) Other stores. , 

Dead Stock. 

264. An inventory of the dead slock should be maintained 
in all Government offices in form G.A. 162 showing the number 
received, the number disposed of (by transfer, sale, loss, etc.), 
and the balance in hand for each kind of article. The instruc- 
tions given below should be carefully observed by all concerned. — 

(0 The inventory should be priced whenever the items 
have to enter into the block account maintained for 
a Goverament commercial undertaking or the value 
of the items is necessary to enable Government to 
calculate the charge to be levied upon private persons 
or bodies. As regards other items a numerical 
inventory would suffice, except for articles costing 
above Rs. 25. 

Note . — For the purpose of numerical inventory, articles of a similar 
description such as tables, durries, carpets etc. should be put into 
separate categories, each category comprising articles of the sane 
measurement and make and manufactured wilh the same metal or 
svood or other matenaL 

’ (ti) The inventory should ordinarily be maintain^ at 

site of the dead stock. Wliether it is desirable, in 




Ecles 261-267 


129 


Chapter XII 


any particular case, to depart from this general 
principle or to maintain additional consolidated 
inventories elsewhere should be decided on the 
merits of each case. 

(iii) The inventor^' should be checked by the competent 

administrative authoiity once a year and a cert’Pcate 
of the result of check recorded. 

(iv) Articles of dead stock should be verified at least once 

a year and the result of verification recorded on the 
inventory. All discrepancies noticed must be 
properly investigated and brought to account 
immediately so that the inventory may represent the 
true account 

(v) When articles of dead stock, eg., tools and’ plant, are 

lent to local bodies, contractors and others, the hire 
and other charges as determined under rules 
prescribed by competent authority should be 
recovered regularly. 

(vi) Government libraries and museums should maintain 

up-to-date catalogues as well as prescribed stock 
accounts and inventories. 

Other Stores. 

265. A reliable list, inventory or account of all stores m 
the custody of Government officers should be maintained, in a 
form prescribed by competent authority, to enable a ready 
verification of stores and check of accounts at any time, and 
transactions must be recorded in it as they occur. 

266. Priced lists, recording both quantities and values 
should be maintained in cases where the stores are intended 
to be converted into money, or where it is desired to distribute 
their cost over the works, items or objects on which they are 
actually used. 

In such cases, the expenditure on stores must be charged 
to a stores suspense head in the first instance. 

267. Purely numerical inventories i.e., recording quantities 
only, will-^uHice for articles costing up to Rs. 25 when the 
articles are intended solely for the service of the department 
keeping them and it-is not desired to distribute their cost. In 
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such cases the expenditure oir stores must be charged off finally 
to the service concerned. 

Noie — In some cases it may be found necessary to show prices and 
measurements, etc. against some articles, say. when for fadht) of 
identificauon or other reason, it is desirable to distinguish costh- 
articles from cheap articles bcarmg the same general description 
otherwise 

268. The lists, inventories or accounts of stores should in 
all cases be subject to such internal check as may be prescribed 
by competent authority, whether or not they are subject to any 
check by the Accountant General. 

269. A physical Tcriftcatton of all stores should be made 
at least once in every year under rules prescribed by competent 
authority, and subject to the condition that the verification is 
not entrusted to a person — 

(i) who 15 the custodian, the ledger-keepcr or the 

accountant of the stores to be verified, or who is a 
nominee of, or is employed under, the custodian, the 
ledger-keeper or the accountant; or 

(ii) who is not conversant with the classification, 
nomenclature and technique of the particular classes 
of stores to be verified. 

The verification should never be left to low paid sub- 
ordinates and in the case of large and important stores, it should 
be, as far as possible, entrust^ to a responsible officer who 
js independent of the superior executive officer in charge of 
the stores. 

Note — ^The physical ^e^BcatJOD ol Stores as referred to in the Rule will be 

earned out in accordance with the Rules therein after prescribed. 

(See detailed instructions in Annexure ‘A’ to this Chapter). 

21 ^. A certificate erf verification of stores with its results 
should be recorded on the list, inventory or account, as the 
may be, where such a verification is carried out. 

In making a physical verification, the. following instruc- 
tions should invariably be observ'ed: — 

(i) venfication must always be made in the presence of 
the officer responsible for the custody of the stores 
or of a responsible pereon deputed by him; 
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(ii) all discrepancies no* ed should be brought to accounf 

immed'tately, so that the stores account re 

present the true state of the stores, and 

(iii) shortage and damages, as VrCl! as ’ n-euiceablc 

stores, should be reported immediately to the autho- 
rity competent to write off the loss. 

271. Balances of stores should not be held in excess of tlv 
requirements of a reasonable period or m excess of any pres- 
cribed maximum limit. In order to ensure the observance of 
this rule, a periodical inspection should be made by a responsible 
officer, who must submit a report of surplus and obsolete store > 
to the authority competent to issue orders for their disposdl- 
(See para 275). The inspection should, unless there be good 
reason to the contrary, be made six monthly in the case c* 
perishable stores and once a year in the case of other store' 
Stores remaining in stock for over a year should be considered 
surplus unless there is any good reason to treat them otherwxac 

272. V.ffiere a priced inventory j maintained, it is essential 
that the values recorded therein shall not be materially in excess 
of the market value of the stores. The head of the department 
concerned must issue instructions to govern — 

(i) the fixation of prices with reasonable accuracy; 

(ii) the periodical review and revision of rales; and 

(Hi) the agency to be employed in periodical revaluation. 

— The “market value*’ of an article, for dn^ purpose, means the cost 
per unit ai which the article or an article of a simiUr description, 
can be procured at a given time at the Stores Godown from sonie 
suitable public markets. 

273. All profits and losses due to revaluation, stock taking 
or other causes should be duly recorded and adjusted where 
necessary. Formal sanction of competent authority should be 
obtained in respect of losses, even though no formal correction 
or adjustment in the accounts is involved, 

274. (I) Losses due to depredation should be analysed, 
and recorded under following heads, accordins as they are* due 
to — 


(D normal fluctuation of market prices; 
(ii) fair wear and tear; 
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(Hi) lack of foresight in regulating purchases; 

(iv) neglect after purchase. 

(2) Losses not due to depredation should be grouped 
under the following heads — 

(i) losses due to theft or fraud; 

(n) losses due to neglect; 

(Hi) losses due to an act of God and other calamities such 
as fire, enemy action, etc.; 

(i\ ) anticipated losses on account of surplusage of obsolete 
stores or of purchases in e.rcess of requirements; 

(v) other losses due to damage, etc. 

Sale and disposed of Stores and Writes off Stores. 

275. The previous sanction of competent authority should 
be obtained to the w riting off of all losses, deficiencies or depre- 
ciation m the \alue of stores. 

276 Subject to any special rules or orders applicable to 
any particular department, stores which are reported to be 
obaoleie surplus or unserviceable may be disposed of by sale 
or oiher^MSe under the orders of the authority competent to 
sanction the writing off of a loss caused by deficiencies and 
depreciation equivalent to their value. 

Each order declaring stores as unsem'ceable should 
record the full reasons for condemning them and how the con- 
demned stores are to be disposed of. i.e., whether by sale, public 
auction or otherwise The head of (he office should record full 
particulars regarding all condemned stores in suitable lists from 
which their disposal can be watched. 

2,77 Sales to private persons of stores other than those 
■vvVf/cb me to Viave bwOTne cfoso)eie or nnserviceaVie are 

regulated by special rules and orders applicable to particular 
departments. When stock materials are sold to the" public or 
any other department or authority at their full value, a suitable 
percentage as determined by comjKlent authority should be 
added to the book value to cover charges on account of supervi- 
sion, storage and contingencies. This addition may, however, 
be waived by the officer empowered to sanction the sale in the 
case of surplus stock which in his opinion would otherwise be 
unsaleable. 




Enles 278-279 


133 


Chapter XII 


Opium Stock in the custody of Treasury Officers. 

278. The opium in store must be kept in the treasury 
strong room and not elsewhere and all receipts into and issues 
from stock should be entered in a store register maintained 
for the purpose over the initials of the Treasury Officer. The 
Treasury Officer should) give out opium to the Treasurer as 
required for sale to the public, an account of opium so issued 
to and sold by him being kept by the Treasury in a sub- 
register in suitable form to be determined by the Treasury 
Officer. The Treasury Officer should see that all issues to the 
Treasurer are entered up in the register and the proceeds of 
opium sold are duly credited into the Treasury account. The 
balance of opium in the hands of the Treasurer should be checked 
by the Treasury Officer at least once every month. No more 
opium should be issued to the Treasurer than is necessary to 
meet current demands. 

IV. — Audit of Stores and Stock Accounts. 

279. When audit of the accounts of stores and stocK kept 
in any office or department is undertaken by the Comptroller 
and Auditor General, it will be conducted m accordance with 
the regulations embodied in Appendix IX. 
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ANNEXURE ‘A* 

(See Ride 269) 

Rii/es /or carrying on physicd veripcaiion of stores in the Government 
Departments. 

Physical verification be done for each item of stores and stock at least 
once a year before the dose of the financial year. 

1 Physical verification of stores should be entrusted to an officer or . 
subordinate official who is not connected with the stores, is not subordioafe 
to the officcr-m-charge of the stores and is thoroughly conversant with the 
Items of stores. 

2 Ph>’sical verification should be done in the presence of the store- 
keeper or officer-in-charge of the stores and every time when such verification 
IS made, the officer concerned should personally attest the entry in the stores 
or stock ledger. 

3. Cent-pcrcent verification should be done as precisely and as 
correctly as possible. 

4. Separate list showing eitcesses and shortages, if any, should be 
drawn up and a copy thereof should be delivered on spot to the officer-in- 
charge of the Stores for entenng excess in the stock register and for 
regulansation of the shortages. 

5. Physical verification should be conducted either in one or all of 
the following methods as the items of stores warrant.’— 

(a) By count. 

(b) By measurement (yard feet or inches). 

(c) By weights (Mds. Srs. Chht. or Lb. Oz. etc.). 

6 In verifying the articles of stores in which shortage occurs due 
to evaporation of the contents of the article, an allowance for such shortage 
be given according to some approved standard keeping in view ihc period 
of itorei. 

7. While caring out the physical verification of the stores the 
Officer should keep in view the following points and submit a precise report 
on each point in a separate para: — 

(a) Articles of consomable nature which are in stocK over a year 
and suggestion for its disposal. 

(b) Stock in hand in excess of die r^uirement of the department 
for a year, and if so, the details of such items should be specified. 

(c) Unserviceable obsolete or surplus articles in stores for which 
survey report should be prepared and sanction for writing down the 
value has to be obtained. 

(d) Remarks should abo be made if any deficiencies, undue 
depreciation of store and stodt arlick* which are to be exhibited in die 
survey report 
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8. Pfaj-sical verification should also be done of the empt> containers 
namely packing cases, drums of vanous sizes, metals contained and other 
costly packing material with suggestion for their disposal. 

9. Remarks about the suitability of the building for storage (fire 
proof safty against pilferage or rains or rats nuisance or white ants, storage 
accommodation, and way of storing articles) should be recorded m the 
physical verification report. 

10. The date and time taken in conducting physical venficauoo 
should be recorded in the rcport- 

Note . — The rules prescribed above shall, mutaUs mutandis apply to the 
stores, lying in Malkhanas under the custody of Police Department 
and Civil and Criminal Courts. 
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CHAPTER xin 
Works. 

Introductory. 

280. For purposes of administration and control, build- 
ings and other works are divided broadly into the foUowmg 
classes: — 

(i) Public Works r.e.. Civil Works and Irrigation, 

Navigation, Embankment and Drainage Works under 
the administrative control of the Public Works 
Department, and 

(ii) Buildings and other works under the administrative 

control of departments using or requiring them. 
These comprise inter alia : — 

(1) all works pertaming to the quasi-conomercial 
departments and undertakings; 

(2) any other work or class of works allotted under 
orders of Government to the depaitment using 
or requiring them. 

A'o/e.— Subject to any general or special rule or order of Govcrnmeni lo llie 
contrary, the term "administrative control” as applied to works 
implies inter aha the assumption of full rcsponsibibly for the 
construction, maintenance and upkeep of buddings and other works 
and the provision of funds for the execution of those functions (See 
abo Rule 451). 

281. Subject lo the observance of the following general 
Rules, the initiation, authorisation and execution of works 
allotted to particular departments should be regulated by detailed 
rules and orders contained in the respective departmental regu- 
lations and by other special orders applicable to them. 

General Rules. 

282. Except in cases covered by any special rules or orders 
of Government no work should be commenced or liability 
incurred in connection with it until: — 

(i) administrative approval has been obtained from the 
authority appropriate in each case; 
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(ii) sanction, either special, or general of competent 
authority has been obtained authorising the expendi- 
ture; 

(lii) a properly detailed design and estimate has been 
sanctioned; and 

(iv) funds to cover the charge during the year have been 
provided by competent authority. 

If, in any case, whether on grounds of urgency or other- 
wise, an executive officer is required by superior authority to 
carry out a work or incur a liability which involves an infringe- 
ment of these fundamental rules, the orders of such authority 
should be conveyed m writing. On receipt of such written 
orders or, in cases of emergency, on his own responsibility, the 
officer may proceed to carry out the necessary work, subject 
to the condition that he immediately intimates to the Accoun- 
tant General that he is incurring an unauthorised liability and 
states approximately the amount of the liability which he is 
likely to incur. 

283. (1) The powers delegated to various subordinate 
authorities to accord administrative approval and to sanction 
expenditure upon, and to appropriate and re-appropriate funds 
for works are regulated by (he orders contained in the Schedule 
of Powers andi other special orders contained in the respective 
departmental regulations. 

(2) For purposes of approval and sanctions a group of 
works which forms one project should be considered as one 
work, and the necessity for obtaining the approval or sanction 
of higher authority to a project which consists of such a group 
of works is not avoided by the fact that the cost of each parti- 
cular work in the project is within the powers of approval or 
sanction of any authority subordinate tbereto. 

Note . — ^While no officer may sanction any estimate for a worL ^\hich cannot 
be fully efficient unless other works arc also sanctioned if the 
cost of all such works collectively exceeds his powers of sanction, 
it is not ffie intention that two or more works should be regarded 
as forming part of a group of works merely because they are of the 
same nature, if they are othuwise mutually independent. 

284. The authority granted by a sanction to an estimate 
must on all occasions be looked upon as strtictly limited by the 
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predse objects for which the estimate was intended to provide 
Accordingly, any anticipated or actual savings on a sanctioned 
estimate for a definite project should not. without special 
authority, be applied to carry out aduitional work not contem- 
plated in the original project or fairly contmgent on its actual 
execution. 

285. Any development of a project thought necessary 
v.'hile a work is in progress, which is not fairly contingent on 
the proper execution of the work as first sanctioned should be 
covered by a supplementary estimate. 

286. To facilitate the preparation of estimates as also to 
serve as a guide in settling rates in connection with contract 
agreements, a schedule of rales for each kind of work commonly 
executed should be maintained for each locality and kept up to 
date. The rates entered in the estimates should generally agree 
with the scheduled rates but where, from any cause, these 
are considered insufficient, or in excess, a detailed statement 
must be given in the report accompanying the estimate, showing 
the manner in which the rates used m the estimate are arrived 
at. 

286A. When works are given out on contract, the general 
principles laid down in Rules 18 and 19 should be care- 
fully borne in mind. 

ITorA's ufic/er the administrative control of the Public 
Works Department. 

287. Subject as provided in Rule 280, provision for 
expenditure on all buildings, communications and other works 
required by civil departments which Government has not speci- 
fically allotted to such departments should be included in the 
Grant for “Civil Works” to be administered and accounted for 
by the Publfc Wor^ Department No such work may be 
financed partly from funds provided in a departmental budget 
and partly from the budget for civil works. 

The term “Civil Works” used in this rule embraces all 
works chargeable to the heads “50-Civil Works” and “81 — 
Capital Account of Civil Works outside the Revenue Account”. 

Note . — Separate grants are obtained for expenditure on Irrigation. Navigation, 
Embanlutient and Drainage storks in charge of the Public Works 
DeparlineaL 
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288. The rules and instructions contained in the Public 
Works Code should be strictly observed by all authorities 
responsible for the preparation of budget estimates and adminis- 
tration of funds allotted for State Public Works. 


Works under the administrative control of other Civil 
Departments. 


289. Save where any particular department has been 
authorised by the Government to exeaile all or specified classes 
of departmental works without refcrence to the Public Works 
Department, and subject to any special rule or order issu^ by 
Government to apply to special classes of works, all original 
works and special repairs costing more than Rs, 500 relating to 
buildings and other works, the administrative control of whicli 
vests in other civil departments, should be executed through the 
agency of the Public Works Department. In exceptional cases 
in which the Public Works Department is not employed for the 
execution of such works or repairs, the Accounfant General 
should invariably be consulted at the inil-ial stage, i.e. prior to 
an agreement being entered into with an architect or contractor, 
so that suitable provision may be made as far as possible for 
normal audit and financial control. 


290. When works allotted to a civil department other than 
the Public Works Department are executed depnrtmentally, 
whether direct or through contractors, the form and procedure 
relating to expenditure on such works should be prescribed by 
departmental regulations framed in consultation with the 
Accountant General generally on the principles underlying the 
financial and accounting rules prescribed for similar works 
carried out by the Public Worla Department. Tiie guiding 
principles are laid down in Annexure A to this chapter. 


Note . — Expenditure on works of petty constructions and repairs cosfirig 
Rs. 500 or less, relating to buildings under the administrative control 
of civil department other than the Public Works Department, may 
be drawn and charged as contingent expenditure of the department 
concerned, provided Uiat where any individual item of such petty 
works costing Rs. 500 or less {onus part of a bigger programme, 
the expenditure should be treated as “works expenditure” of the 
department carrying out the work. 
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Special rules for Sanitar\, XVaipr-^tpply and E^'^ctric 
Installation to Government Bwl'hn"^. etc 

291. Subject as hereinafter provided, a'l works and 
repairs in connection with sanitary water supply and electric 
installations to Government buildmcs. should be carried out by 
or through the agency of Chief Ensmeer fB&R) and Raiasthan 
State Electricity Board, except in special cases under the orders 
of Government. 


Miscellaneous rules 

292. The acquisition of a building -v purchase even 
though the purcha'^e of the required acco. jdat’on may base 
been sanctioned by competent authority »> prohibited except 
with the specific sanction of the Government. In all such cases, 
a survey and valuation report by the Public Works Divisional 
Officer should be submitted' to the Head of the Administration 

293. No public building, which is not a purely temporary 
structure, may be sold or dismantled without the sanction, 
previously obtained, of Government. 

^ 294. In respect of buildings available for occupation as 
residences, capital and revenue accounts are prepared periodi- 
cally by the Accountant General in accordance with the 
directions given in the Account Code, Volume IV issued by the 
Comptroller and Auditor General and any further orders that 
Government may issue in this behalf. All officers concerned 
should furnish the Accountant General annually with the 
necessary data in respect of such buildings in such form as may 
be prescribed by the Accountant General. 

295. Expenditure incurred on public ceremonies including 
ceremonies connected with (he inauguration of important public 
works e.g. the laying of foundation stones of public buildings, 
the opening of canals, the opening of bridges etc. will be subject 
to the sanction of the Government. 

Expenditure within these limits might be incurred with 
the'sanction of the Administrative Departments of the Govern- 
ment. 


^'oie. — Ordinanly, the expenditure on such ceremonies should be restricted 
to a maximum amount of Rs. 1,000/- in each case and the 
expenditure on refreshments served to guests on such occasions 
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should not be allowed to exceed Re. 1/- per head. Previous 
concurrence of the Finance Department, will be required where, in 
view of the special ciicumstances of any occasion, expenditure in 
excess of these limits is proposed to be incurred. 

296. The preparatory stages of a major work may take 
anything from three months to a year and -attempts to expedite 
the execution of works contrary to Code rules lead to bad 
estimating and computing and', to actual losses of money. 
These unfortunate results have b^n commented upon adversely 
by the Finance Department on various occasions, and it is 
desirable that the tendency to rash the preparatory stages for 
works should be checked. The Chief Engineer and his sub- 
ordinate officer should accordingly take, in all cases, such time 
as is considered necessary, for the preparation of proper 
estimates, the grant of technical sanction and the invitation and 
examination of tenders and refrain from entertaining requests 
from administrative departments for special treatment. In 
emergent cases, however where circumstances warrant a 
departure from methods laid down by Codes, the Public 
Works Department may issue special instructions on a reference 
received from the administrative department concerned. 




143 


Chapter XIII 


ANNEXURE A 

General Principles resarding the Accouiili/ig of expenditure on 
“works" exearted by the Cml Officers 

(See Rule 290). 

I. Adequate accounting arrangements should be made in respect of 
all big projects before they are started Fadure to make such arrangement 
may result in financial loss and discredit to Government It is. therefore, of 
the utmost importance that whenever proposals for big projects, or for 
commercial or quasi-comniercial undertakings are made, suitable proMsicn 
should be made therein for the accounting and audit procedure to be 
observed. Departments initialmg such projects and schemes should consult 
the Accountant General, at a very early stage, regarding the arrangements 
necessary for proper accounting and jadit and include s’ ital Ic proposals as 
integral parts of the proposed schemes and projects The fnance Depart- 
ment should also be associated in ibe formulation of be arrangements 
necessary for the proper accounting and audit 

t 

_ 2, For every work there should be a duly sanctioned detailed 

estimate, copies of sanctions to estimates are to be communicated to the 
Accountant General by the sanctioning authority as soon as a sanction is 
accorded. If, however, the number of works sanctioned is large, suen sanction 
may Mnveniently be communicated through a monthly statement Copies of 
sanctions to contracts, estabhshmejit charged to works or any other financial 
sanctions should be communicated to the Accountant General individually. 

3. Payments for all worlo> done b> contract or materials pur- 
chased should be made on the basts of measurements recorded m 
Measurement Boofe. A muster roll should be prepared for works done by 
daily labour. It is desirable that the presenbed forms should be used for 
payment to contractors. If any establishment is entertained on monthly 
wages whose pay is chargeable to a work. Form C. P. W b 29 may 
used for payment of their wages. The rules regarding the preparation and 
check of these documents will be found in Public Works Account Code. 


4. Separate contingent bills should be prepared for expenditure 
relating to “Works” duly supported by sub-vouchers in forms referred to in 
paragraph 2 above. The name of work as given on the sanctioned estimate 
should be noted conspicuously on each sub-voucher as well as m the bill itself. 

5. At the end of a month every disbursing officer will render to the 
Accountant General the following monthly accounts so as to reach him by 
the 8th of the next month: — 

(i) Schedule of works expenditure showing expenditure incurred 
during the month and total charges up-to-date in respect of every 
work in progress. All payments pertaining to a v.?ork dunng a 
month and voucher number and date will be posted in the 
relevant columns of the form and all works in progress will be 
shown in Uus schedule. 
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(ii) Contractors’ ledger: — Tliis account need oirly be prepared in 

accordance with Public Works Account Code, if any inteiinediatc 
payment on running account is made to a contractor. U is not 
required in cases where every payment to contractors is final 

(iii) Accounts of receipts and issues of Tools and Plant purchased by 

or belonging to the departmental office; — ^To be prepared in 
accordance with Public Worics Account Code. 

6. In respect of articles of Tools and Plant purchased in connection 
with “works” an Annua) Register to show receipts, issue and balances will 
have to be maintained in accordance with Public Works Account Code The 
Register may be annually closed as soon after the month of September as 
possible, the book balance being physically venfi«l and certified and sent to 
the Accountant General by the Officer concerned so as to reach him on or 
before the ISth of November every year. 

7 A copy of the Register of buildings in charge of every disbursing 
officer should be sent to the Accountant General in the prescribed form 

Note . — As far as possible the same f^rms as are in use in Public Works 
Department should be used. 
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CHAPTER XIV 
Miscellaneous Expenditure. 

1. General. 

297. The tenn “miscellaneous expenditure” applies^ 
'geijcrally to all expenditure in the civil departments, which does 
not fall under the category of pay and allowances of Government 

. servants, pensions, contingencies, grant-in-aid, contributions, 

■ stores or works. 

298. Miscellaneous expenditure is subjecjt generally to the 
niles of procedure which apply to contingent expenditure 
except in so far as it may be governed by any special rules or 
■oVders made by competent authority. 

II. Refunds of Revenue. i , 

299. Refunds of revenue are broadly classified as — 

(i) refunds to which the claimants are legally entitled, ^d 

(ii) refunds whicli are made ex zratia, Government being 

under no legal obligations to make them. 

hlote i.— Refunds of revenues ate not regarded as expenditure for purposes 
of grants or appropriations. 

Kcu J— Rtmissions of revenue allowed before collection are to be treated 
as reducUon of demands and not as refunds. 

300. Subject to the provisions of the relevant Acts and 
rules made thereunder, the sanction necessary, for retunds o 
revenue will be regulated by the powers delegated under bcneduie 
of Powers. 

The sanction may either be given on the voucher itself or 
Gifted in it, a certified copy being attached when sur 
aVe not separately communicated to the Acco'”'* 

301. Before a refund of any kind, 
allowed, the original demand or realisatioi 
must be traced and a reference to the i 
recorded against the original entry in the 

" documents as to make the entertainment of a . 
claim irqpossible. Any acknowledgement 
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should', if possible, be talcen back and destroyed and a note of 
the repayment recorded on the counterfoil of the receipt. 

302. Refunds of revenue can be drasvn only on the demand 
and on the receipt of the person entitled to receive them after 
production of proper authority; on no account may they be 
drawn on the receipt of a departmental officer and lodged in a 
deposit account pending demand. 

Every refund s' ill be noted against the original credit in 
the departmental accounts or other documents in which the 
moneys received are e lered in detail, and a certificate of such a 
note having been made must be given in all vouchers for refunds. 

Instructions. 

1. In cases where the lapsed deposit statements are 
available they shall, out of necessity, be adopted as a reliable 
record for verification of the original credits and payments 
authorised subject to the safe-guards provided in clauses 3 and 
4 below. 


2. In cases where no lapsed deposits statements are 
available, the credits will be got verified from the original records 
of the treasury, where possible. 

3. In all such cases, the drawing officers shall be required 
to record a certificate in the bill that the amount was actually 
deposited into the treasury and has not been drawn before. 

4. A register shall be maintainc'd in the Accountant 
General’s Office as well as in the treasury to keep a day to day 
record of these payments to guard against a double claim. 

5. In cases where verification is not complete and satis- 
factory, the clairrant shall be required to execute a bond agreeing 
to make good the loss to Government should the payment turn 
out to be irregular at a later stage. 

' 303. Except as hereinafter provided, or unless some other 

form has been prescribed by departmental regulations for any 
pafticular class of refunds, bills for drawing money from the 
treasury on account of refunds of revenue shall be prepared in 
form G.A.' 117. The officer who received the original amount 
fill in columns 1 to 5 of the fonn and sign the certificate 
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at foot, while the Treasury Officer shall verify the credit by 
means of the particulars in columns 4 and 5 and affix his signa- 
ture in column 6 in token of his having done so. 

304. If the amount of an examination fee, or any part of it, 
is to be refunded a certificate will be endorsed upon the oiiginal 
receipt by the Secretary, Public Service Commission. ( r the 
appropriate authority concerned, specifying the amount lo be 
refunded; and the amount so authonsed may be paid or pre- 
sentation of the original receipt endorsed as above, the rec pient 
giving his receipt below the endorsement. 

A'(7;e WTicn a refund has to be made of a part of a lump surr r milted 
irio the treasury on behalf of several candidates in a stlic-ul, for 
sshich a s'ngle collective receipt has been issued, the procedure laid 
down m Rule 303 should be followed 

Noie 2.— Special form Cash Challan (Form GA. 57A) has bcco prescribed 

305. The following provisions shall apply to refunds of 
revenue credited (other than taxes on income), where the amount 
involved does not exceed Rs. 1(X) — 

(i) On receipt of a refund order passed by the Collector 

or other officer concerned the Treasury Officer may 
at his discretion issue a notice (a) inviting the per- 
son to whom the refund is to be made to i-eceive 
payment at the treasu^, and (b) intimating that on 
failure to comply wi^ the invitation within one 
month (or such longer period as may appear neces- 
sary) the amount of the refund will be remitted to 
the payee by Postal Money Order at his expense. 

(ii) When the payee appears in person at the treasury 

the Treasury Officer should see that no avoidable 
delay occurs in ^ellinj: the voucher for the refund 
signed by the payee who may then receive the pay* 
mciit personally or by a duly authorised agent or 
by money order at his own expense. 

(iii) On receipt of the money order acknowledgement 

du'v signed by the payee, it should be attached to 
tlic refund voucher in which the full amount of 
tl.e icfund and the deduction made therefrom on 
c'ccount of the money order commission should be 
clearly shown; the voucher should then be disposed 
of in the usual way. The Accountant General will 
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accept such voucher with the money order acknow- 
ledgement as a valid receipt for the full amount of 
the refund entered therein. 

m.—Grants-in-aid, Contributions^ etc. 

Grants to Public Bodies, Institutions, etc. 

Note . — The tenn grants-in-aidv coatributioos etc., includes such classes cf 
expenditure as j^ots to local bodies, relipous charitable cr 
educational iaslitolions, stipends, scholarships, contributions to 
public exhibitions and fairs, expenditure from the discretional? 
grants placed at the disposal of Administrative Departmeoti 
Commissioners, etc , and compensations to Government servants for 
accidental losses, etc ^ 

306. (1) Unless m any case Government directs other- 
wise, every order sanctioning a grant should spwify clearly the 
object for which it is given and the conditions, if any, attached 
to the grant. In the case of non-recurring grants for specified 
objects, the order should also specify the time-limit within whiA 
the grant or each instalment of it is to be spent, by whom tfe 
certificate should be given of the completion of t building or the 
purchase of equipment in respect of grants for buildings or the 
purchase of equipment, and by whom the expeodilure on the 
specific service for which the grant is given should be audited 
and in what form the audited statement of accounts should 
submitted and by what period 

(2) Only so much of the grant should be paid during any 
financial year as is likely to be expended during that year. 
the case of grants for specific works or services such as building5, 
water-supply schemes and the like, the sanctioning authoril)' 
should use its discretion in authorising payments, according to 
the needs of ^e work. The authority signing or countersigning 
a bill for granl-in-aid under the relevant Rules rfiould sec t^ 
money is not drawn in advance of requirements. There shoilyj 
be no occasion for a rush for payment of these grants in tis 
month of March. 

(3) Before a grant is paid to any public body or instiW- 
tion the sanctioning authority should, as far as possible, insist 
on obtaining an audited statement of the account of the body or 
institution concerned in order to see that the grant-in-aid is 
justified by the financial position of the grantee and to ensure 
that any previous grant was spent for the purpose for which it 
.was intended, It is not essential for this purpose, however, thaf 
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the accounts should be audited m every case by the Indian Audit 
and Accounts Department and it wtH be sufficient therefor if the 
accounts are certified as correct by a registered accountant oi 
other recognised body of auditors. In the case of 'null institu 
tions, which cannot afford to obtain the services ot a registerec 
accountant or other registered body of auditors, the •'anctionins 
authority may exercise its discretion of exempmu any such 
institution from the submission of accounts auJ ted in thn 
fashion. 

The authority sanctioning a grant, while con. r.unicatins 
the sanction to the Accountant General, should state whether tht 
audited statement of accounts has been received when required 
or whether the grantee has been exempted from submitting the 
statement. 

Note . — This order applies both to non*ofRcial imtituuons and to 'enii 

official ones, such as Public Clubs, etc 

307. In cases in which conditions are attached to tht 
utilisation of a grant in the form of specification of particulai 
objects of expenditure or the lime within which the money raus 
be spent, or otherwise, the departmental officer on whose 
signature or countersignature the grant-in-aid bill was drawT 
should be primarily responsible for certifying to the Accounian 
General, where necessary, the fulfilment of the condition' 
attaching to the grant, unless there is any special rule or ordei 
to the contrary. The certificate should be furnished in suci 
form and at such interv'als as may be agreed between thi 
Accountant General and the head of the department concerned 
Before recording the certificate, the certifying officer should take 
steps to satisfy himself that the conditions on which the gran 
was sanclioned have been or are being fulfilled. For thi 
purpose he may require the submission to him at suKabk 
intervals of such reports, statements, etc., in respect of thi' 
expenditure from the grant as may be considered necessaiyj 
Where the accounts of expenditure from the grant are inspectec 
or audited locally, the inspection or audit report, as the casi; 
may be, will either include a certificate that the condition ' 
attaching to the grant have been or are being fulfilled or wi) 
give details of the breaches of those conditions. 

30S. Unless it is otherwise ordered by Government, ever- 
grant made for a specific object is subject to the implie 
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conditions: — 

(i) that the grant will be spent upon the object within 
a reasonable time, if no time'hmit has been fixed by 
the sanctioning authority; and 

(li) that any portion of the amount which is not ulti- 
mately required for expenditure upon that object 
should be duly surrendered to Government. 

309. Grants-in-aid, contributions, etc., sanctioned by the 
Government shall not be disbursed at the treasury except under 
the authority of the Accountant General, but when such 
expenditure is sanctioned by subordinate authorities under the 
powers delegated to them, the Treasury Officer may make 
disbursements without specific authority of the Accountant 
General. 

310. Educational scholarships and stipends sanctioned by 
the Government may be disbursed by the Treasury Officer 
without specific authority from the Accountant General. 

311. Save as hereinafter provided, bills for grants-in-aid, 
contributions etc., shall be presented in Form G.A. 118 unless 
some alternative form is authorised by departmental regula- 
tions. The orders sanctioning the payment must be tjuot^ in 
each case. Unless in any case the sanctioning authority direct 
otherwise, the biUs' shall be prepared and vouched for by the 
grantees, and no such bill shall be paid by the Treasury Officer 
unless it bears the signature or countersignature of sanctioning 
authority, or such other Government official as may be nomi- 
nated by It in this behalf; provided that when the sanction of the 
Government communicated in the form of an express order to 
the Accountant General to make the payment, the Accountant . 
General may authorise the payment of the bill without requiring 
the signature or countersignature of a Government official. 

312. In the Public Works Department, grants-m-afef may 
be included in the same bill as contingent charges, but the 
abstract of the bill should show the total amounts for each class 
separately. 

313. Bills for educational scholarships, stipends etc., shall 
be presented in Form G.A. 119, or in such other form as may be 
prescribed by the Government after consultation with the 
Accountant General. In (he case of payments to institutions 
under private management, such bills shall be prepared and 
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\-ouched for by the authorities of the institutions concerned and 
countersigned by such Government official as may be nomi- 
nated in this behalf by the Government. The orders sanction- 
ing the payment must be quoted in each case. 

314. If any conditions are attached to the payment of 
scholarships or stipends, the bill must bear a certificate of the 
countersigning officer that he is satisfied that the-prescnbed 
conditions have been fulfilled. 

315. Compensations to Government servants for acci- 
dental losses, etc., due to effect of floods, cyclone, eaithquake 
or otherwise may be drawn m ordinary pay bill form, and subject 
as provided in rule 309, bills so drawn may be paid at the 
treasury on the authonty of the sanction noted m the bills. 

Expenditure from Discretionary Grants 

316. When under orders of competent authority an 
allotment for discretionary grants is placed at the disposal of a 
particular officer, the expenditure from such grants will be 
regulated by general or special orders of the Government, 
specifying the objects for which the grants can be made and 
any other condition that should apply to them Such grants 
must be non-recurring, i.e. not involving any future 
commitments. 

‘ Other Grants. 

317. Grants, Subventions, etc. other than those dealt willi 
in the foregoing paragraphs, can be made only under special 
orders of Government. 

rv. — Compensation to Civil Officers for Loss of Property, 

318. (!) All cases in which it is proposed to grant com- 
pensation to any civil officers for the accidental loss of his 
property should be referred to Government for orders through 
the Administrative Department concerned. 

(2) Compensation will not ordinarily be granted to a 
Government sen’ant for any loss to his property, which is 
pused by an act of God, as earthquake, floods, etc., or which 
is due to an ordinary accident, which may occur to any citizen, 
e.g. loss by theft or as the result of railway accident, fire, etc. 
The mere fact that, at the time of the accident, the Government 
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.ervant is technically on duly or is living ii 
4uarters in which he is forced to reside for the 
ciis duties will not be considered as a sufficient 
’srant of compensation. These points should be 
»vhile submitting proposals to Government. 


a Government 
performance of 
ground for the 
borne in mind 
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CHAPTER XV 
Deposits 
I — Introductory. 

319. (a) Deposits proper are classified acco.dmg to the 
department through which they are received The usual 
classes are HI Revenue deposits. (2) Civil Court deposits: 
(3) Criminal Court deposits. (4) Local Fund deposits. t5) Forest 
deposits, and (6) Public Works deposits. 

Another important class is ‘‘Personal deposits”, the 
account kept of them in the treasury is of the nature of vi 
hanking deposit account. 

Other classes may be added under the orders of the 
Government. 

Separate registers should always be maintained for 
“Central” and "State” deposits. 

h'otes. — 1. All challans for credit of money as a ‘deposit’ and all orders for 
repajment of ‘dcposiw’ should indicate sshether the item 
'Cenirar or ‘State’. 

2. These deposits as well as lapses of the ^amc are to be treated as 
“Central" or “State” according as the Gosernment vshtch exercises 
control oscr the depositors or the departments concerned. »% 
“Central" or “State”. 

(b) The following rulings regarding classification are to 
be observed; 

(i) Revenue Deposits . — ^Proper are deposits made in 
revenue courts or in connection with revenue 
administration; ih^ include custoTS. salt and 
opium deposits. TTiey also include earnest money 
deposits made by inlcnc.ng tenderers of the Civil 
departments and security deposits realised by the 
Police Department under thte Motor Vehicles Ac' 
or otherwise. Deposits of the nature of revenue 
deposits pertaining to the P.W.D. and Forest Depart* 
msnts if received at the treasury should be passed on 
for accounting in the accounts of the di\ision con- 
cerned The earnest money deposits credited by 
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Public Works contractors in the treasuries should 
be initially taken to the head ‘Revenue Deposits’ and 
only the earnest money deposits of successful 
tenderers should be transferred to the Schedule of 
Public Works miscellaneous receipts under the 
Head P.W. Remittance by debit to Revenue Depo- 
sits. On receipt of the challan from the Divisional 
Officer, duly endorsed with the words “Received pay- 
ment by transfer credit to Public Works Department”. 
The deposits of unsuccessful tenderers should', how- 
ever, be refunded by the Treasury Officer direct to the 
contractors as a refund of Revenue Deposits, 
Revenue deposits may be received at sub-treasuries 
as well as at district treasuries. Tenderers should 
themselves make the deposits at the treasury or 
sub-treasury which is most convenient to them and 
should attach to their tenders the treasury challan in 
support of the payment of earnest money No pre- 
vious authority of a departmental officer is necessary 
to make the deposit but the depositor must state the 
designation of the Government servant in whose 
favour he makes the deposit and that designation 
must be stated on the receipt or challan given by the 
treasury, 

Security deposits received in cash from Government 
servants andi contractors other than Public Works 
Department contractors, including those which are 
ultimately converted into interest bearing securities, 
should be credited to “Revenue Deposits”. 

(ii) Persona! Deposits. — (l> Receipts and payments on 
account of wards and attached estates under Gov- 
ernment management are recorded in the treasury 
in personal ledgers. (2) Other personal deposits 
made by Government servants in their official 
capacity may not be accepted without the special 
sanction of the Government accorded’ in consultation 
with the Accountant General for the opening of a 
banking account with the tr^sury. 

Joie : — Personal deposit accounts can be opened under the above rule only 
at the treasury or treasuries speafied for the purpose by the 
Government in their order sanctioning the opening of the banking 
account. 
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11. Litjutations, 

320. No moneys shall be received for deposit in the 
Government account unless they arc such as by virtue of any 
statutory provision or of any general or special orders of the 
Government are required or authorised to be held m the 
custody of the Government. 

Subject as aforesaid, it is the business of the Treasury 
Officer to see that no item is credited as a deposit save under 
formal order of competent authonty. and also, if the amount 
could be credited to some known head m the Government 
Account, to make representations to the court or authonty 
ordering its acceptance. No sums are to be credited in any 
deposit register which can be earned to any other head of 
account; for example, revenue paid to the Government on 
account of a demand not yet due should at once be finally 
earned to the proper head of revenue, and may not be placed 
in deposit. 

321. The treatment of the following items as deposits is 
prohibited: — 

(a) No pay, pension or other allowance should be placed 
in de^sit on the ground of the absence of the payee 
or for any other reason; in a district office pay should 
not be drawn till the claimant appears. 

T^ote . — When a pension is granted lo several persons joimb. it may not be 
drawn on the appearance of one cbimant only, and payment of his 
computed share made, ihe balance being plac^ m deposit. 

tb) No fines should be placed in deposit on the ground 
that appeal is pending they should be credited at 
once to the appropnale head of re\'enue, and 
refunded., if necessary, on order of the appellate court. 
But compensation fines (including costs m criminal 
cases) due to an injured party, and not to 
Government, should be kept in deposit both in 
appealable and non-appealable cases, till they 
lapse under the ordinary rule. 

Finev pa>able to local bodies nndcr any law. or ordered by courts lo 
be djslnbuted as rewards to Govemment servants or private 
persons, should not be paid at once, but kept under “Cnminal 
, Court tteposiLs" III! the period allowed for appeal has elap^ or 
if an appal is presented, tiU it is decided. 



Rules 322-333 


156 


Chapter XV 


(c) Refunds, whether of stamp or of other receipts, can 
be drawn only on the appearance and on the receipt 
of the person entitled to them, after production of 
due authority, on no account may they be charged 
on the receipt of an official and lodged in deposit 
pending demand. 

322. (a) The net sale-proceeds of impounded cattle are 
to be kept m deposit for three months, and if no claim be made 
within that time, are to be credited; to the proper account. 

(b) The sale-proceeds of unclaimed property are not to 
be placed m deposit at all, the property itself is to be kept for 
six months, but money realised by sale at once placed at the 
disposal of the Government, and should be taken to credit of 
administration of justice. Exception must, however, be made 
in the case of property left by persons dying intestate and 
without heirs, which civil courts will secure and hold for certain 
periods in accordance with the local law. 

Notes. -1 If unclaimed properly be perishable and be sold because it cannot 
be kept, iis proceeds should be held for six months in deposit, but 
the circumstances should be clearly stated under "Nature of 
Deposit” 

2 Money belonging to prisoners in jail should not be held for long 
terms by the jail department; but should be paid in*o the treasury 
af convenient intervals. Such deposits should be classed as 
"revenue deposits” and repayments should be made in accordance 
with the procedure [aid down in clause (a) of Rule 324. 

3. The Police Department should ha\c no deposits except security 
and earnest money deposits, which should be paid into the treasury 
as revenue deposits; unclaimed properly found by, or delivered up 
to, a police officer should be made over to the magistrate; proceeds 
of sales of old stores or other Government property should be paid 
into the treasury for credit to the revenues of the State; no pay. 
reward or other allowance payable to a police officer should be 
held undisbursed. 

4. Mo.’tey hs^'tg!!7§ (he Ricntsl parAeiTiV s A.V.vi?.' 

Hospital shall be deposited into the treasury willioul undue delay, 
to be credited into the Government account as “Revenue Deposits”. 
Repayments of this money shall be made in accordance with the 
procedure laid down in Note (2) under Rule 324. 

323. Moneys which do not relate to or form part of the 
revenues of the State shall not be included into the Govern- 
ment account. Money tendered as personal deposits by private 
individuals or by Government servants acting im other than 
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Ibcir oflicial capacity, and funds of quasi-pubhc institutions 
even though, like Certain dispensaries, they are aided by tlic 
Government, should not, therefore be accepted for deposit in 
a treasury without the special sanction of the Government. 
Nor can any jewels or other property received for custody and 
restoration in kind be brought on the deposit register, though 
the value be stated in money. 

111. Revenue Deposits — Repayments. 

324. (a) A person claiming refund of a deposit must 
produce an order of the court or authority which ordered 
acceptance of the deposit; this order the Treasury Officer will 
compare with the entry in the register of receipts, and. if the 
balance be sufficient, he will take the payee’s receipt, make 
pa>TOent, and record it at once, under his initials, both m the 
register of repajTnents from which a daily total is earned to 
the cash book and in that of receipts; noting in both also the 
date and amount of the repayment. If there be not a suffi- 
cient balance at credit of the particular item, the Treasur>’ 
Officer will endorse this fact on the order and return it to 
person presenting it. 

(b) Earnest money deposits of the Civil and Defence 
Departments will be refunded only under the authority of an 
order endorsed upon the original deposit of the Treasuo' 
Officer, by the departmental officer in whose favour the deposil 
was made. It must be borne in mind that no part pajTnenl 
can ever be made. If, however, the departmental officer 
desires that the deposit, instead of being refunded, be credited 
to a head of revenue, he will return the receipt with this direc- 
tion, whereupon tlie Treasury Officer will make the necessar>' 
transfer on the authority of this \oacher. 

Notes. — 1. Wlien a( a ireasurj ibc business of ^\lllch is con-lucted by the 
Bank a deposit is repaid by an order on the Bank, the entry in 
tlic register of receipt will be made when the order is i^suei' 
and that in the irgislcr of repayments when th; repayment ts 
reported in the daily bank sheet. 

2 In Uic case of the mental patients' deposits the Superintendent 
in charge of a Mental Hospital will make the payments ir 
cash to the discharged patients from his pernnnent adsance 
which he should subs^uently recoup by wiUidrawing the 
deposits from the treasury m the manner bid down in clause 
(a) above. 

325. Register of Deposits and their repayments will be 
Kept in form G. A. 171. 
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Form No. G.A. 120 has been prescribed for the repay- 
ment order and voucher for deposits repaid. Order of pay- 
ment should as far as possible be recorded in English. 

As a safeguard against fraud the authority ordering re- 
payment shall enter the name of tire payee aher the words 
‘Passed for payment,’ thus: “Passed for payment to 

326. Unless if be otherwise provided by any law, or rule 
or order issued by compefenl authority, a deposit repayment 
order shall remain in force for a period of three months from 
the date on which it was issued, after which no repayment can 
be made on its authority unless it is revalidated. 

327. A certificate from the administrator of every personal 
ledger account (to the effect that the balance claimed by him 
is of a named amount, and detailing his outstanding cheques 
in order to explain the difference between his balance and that 
admitted by the Treasury Officer in his plus and minus 
memorandum) should be transmitted along with the clearance 
registers for other classes of deposits. 

Lapses — Annual Account. 

318. Deposits of the Excise Department not exceeding 
one rupee, and other deposits not exceeding five rup^s un- 
claimed for one whole account year, balances not exceeding five 
rupees of deposits, partly repaid during the year then closing, 
and all deposits or balances unclaimed for more than three com- 
plete account years will, at the close of March in each year, be 
credited to the appropriate head of revenue by means of transfer 
entries in the office of the Accountant General. 

Notes. — 1. The Government may m relation to any particular class of 
Departments issue orders varying or relaxing any of the 
condition or Lmitntioos spcciR^'in this Rule. 

2 For the purpose of this Ruk. the age of repayable item or a 
balance of it is reckoned as dating from the time when the item 
or the balance, as the case may be. becomes first repayable. 

329. Deposits credited to the revenues of the State under 
provisions of the above rule cannot be repaid without the 
sanction of the Accountant General but this sanction will be 
given as a matter of course on ascertaining that the item was 
really received, xvas carried to credit as lapsed, and is now 
clained by the person who mi^t have drawn it any time 
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before the lapse. The amount of a lapsed deposit refunded 
will, however, be charged in the cash book as a refund and 
not debited to deposits. But the payment of the deposit should 
be recorded in the appropriate deposit register of receipts, so 
es to guard against a second repayment. 

330. The application for sanction will be made in Form 
G.A. 154. There must be a separate application for deposits 
repayable to each person, and it will be used as the voucher 
on which the payment is to ibe made and submitted to the 
Accountant General with the list of payments in which it is 
charged. 

If the repayment is made after the register of receipts has 
been destroyed, the responsibility for verifying the claimant’s 
title to refund shall <fcrolw on the authonty who signs the 
application in Form GA. 154. 

IV. — Civil and Crirmnal Court Deposits. 

331. In regard to Civil and Criminal Court Deposits the 
courts merely bank with the treasury, remitting without 
detail their gross deposit receipts for credit in a personal ledger 
and making repayments by cheques on the treasury which are 
taken to debit of the same persona! account. These personal 
ledgers, and the correspondiog accounts and returns, must be 
kept by Treasury Officers, in the form prescribed for personal 
deposits, but quite separate from those of personal deposits 
proper; and they will be designated as civil, and criminal court 
deposits. 

Exception.— -liht accounts of civil court deposits wher# 
revenue officers exercise civil powers, may 
be maintained in the treasury in the same 
form and subject to the same rules a< 
revenue deposits. 

— The Treasury OSicer, in sending as hu vouchen ihc paid orders 
of ihe court, should attach them to a eo\ering li't showing iht 
number and amount of each. 

332. The object and effect of this arrangement is simply 
to relieve the Treasury Officers of responsibility for the details 
oi the deposit transactions, not to abolish detailed record, but 
to confine it to the dcparULcnul office in which registers of 
receipts and pa>'raents must be kept up in the same form; and 
be worked on the same principle, as above prescribed for the 
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Treasury Officer’s accounts of revenue deposits. Except in 
districts where revenue officers exercise civil powers the civil 
dnd criminal courts in tliis case arc responsible 'for the monthly 
detailed returns despatched to* the 'Accountant General 
(although the vouchers are sent by the Treasury- Officer), for 
the quarterly certificate and for the clearance registers and 
statement of lapses vide Rules 327 to 329. 

333. The civil and criminal courts will incorporate with 
their accounts and returns the deposit items of their sub- 
ordinate courts, as a Treasury Officer docs those of subordinate 
treasuries. It may, however, be arranged that some subordinate 
eourts should keep independent a«:ounts and submit their 
returns direct to the Accountant General. Separate accounts 
will, of course, be kept for, and separate returns submitted by 
the several small cause courts. 

Notes. — 1. Each transaction of receipt or payment of a coi’rt deposit 
must be initialled "by; — 

(a) the judge; or 

(b) in the ' case of the High Court of Rajasthan, by any 

gazetted Gavemmeoi servant. . 

2 The plus and minus raemorandum of the balance of 
deposit should be recorded by the judge upon the register 
of receipts transmitted to ibe A«ounlaDt General. 

3. For the purpose of Civil and Criminal Court deposit rules, 
the words. “Civil Court” and '‘Criminal Court” - signify 
courts of a District Judge and court of a District Magis- 
trate respectively. 

334. In civil courts where numerous petty sums are 
received from suitors for immediate disbursement in full (as 
for diet, postage, etc.) the detailed control might, with the 
approbation of the chief judicial authorities, be left with the 
receiving court. 

Notes . — I The receiving court, however, should record and deal with 
these petty deposits with the same care and formality as 
others. It should enter all in detail in a register of deposit 
receipts of the ordinary form, labelled “Shenff’s petty adjustment 
accounts," and repayment .would be recorded in the similar 
separate register oi repayments, both to be handled and attested 
like the general legistcr. From these two separate registers 
daily totals would be earned mto the general registers (though, 
of course, without numbers) and also into a register of the 
personal ledger form in which a daily balance would be struck; 
monthly totals of receipts and oF payments of Sherifl’s petty 
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accounts \\ouId be noted on the extracts from the gcncrnt 
registers submitted to the Accountant General and lap'es 
periodically reported 

2 Detailed instructions regarding these petty deposits should be 
prescribed, whenever, the system is permitted by the chief 
judicial authority tn communicauon with the U^ouniant 
General. 


Agreement with Treasury 

335. When the different courts of a district bank with 
the civil treasury, the Treasury Officer may. if it facilitates the 
comparison of the accounts, open a personal ledger account 
for each court, even though the deposit transactions of the sub- 
ordinate courts be brought by a superior court in detail on 
its own registers. 

336. (a) To prevent disagreement between the deposit 
figures reported to the Accountant General by courts and by 
Treasury Officers, it is necessary to arrange that the former 
shall report only completed transactions. A civil court does 
not usually receive money, but gives the intending depositor 
an order to the Treasury Officer to accept it; and so. though 
recording the issue of this order in a court register with 
sufficient detail, it will not bring the item on the deposit 
register till the Treasury Officer advises receipt. Similarly 
it yvill ascertain from the treasury at the close of the month 
which of its payment warrants- have been cashed and detail 
at foot of its extract register of repayments the warrants which 
are unpaid, deducting their total from the total of the extract. 

(b) The Treasury Officer will furnish the court with a 
daily advice list of the suras received and paid. 
h'otes. — 1. WTicn it is inconvenient for a depositor to proceed lo the trea- 
sury with the court’s order to lodge his deposit, it may be 
received by the court, and by it aftenvards forwarded to the 
treasury. Courts in the same town with a treasury or sub- 
treasury should make remittances daily; if at a greater distance, 
they should remit frequently at fixed inlcnaK Similarly, when 
it is Inconvenient for a claiimnl lo proceed to the treasury there 
to obtain repayment of a deposit, the judge may pay him in 
cash, provided that there arc in the court funds suflicicnt 
whether of current deposit receipts or of the ofl'cc permanent 
advance. 

2. In these cases, however, the gross receipts and payments taking 
pbcc at the court must be shown as remitted to "and from the 
treasury’, and the r^jmenl be supported. by ihe paid orders. 
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If the receipts arc in excess of the payment, the excess will be 
remitted in cash to the treasury; and if the payments are in 
excess of the receipts, the treasury will pay the excess to the 
court, which will thus recoup the permanent, advance account. 

3. No permanent advance should be given and held apart specially 
for the repayment of deposits; the office permanent advance 
may be augmented sufficiently. 

(c) When the list of lapses is made up by the judge or 
magistrate, notice of the amount must be sent to the Treasury 
Officer to enable him to deduct the amount in the personal 
ledger. 

V. — Personal Deposists^— Repayments. 

337. Withdrawals are made only on cheques signed by 
the responsible administrator, which are current for three 
months after the month of issue. The charges in the treasury 
accounts shall be supported by the original paid cheques. 
Withdrawals shall on no account be allowed to exceed the 
balance at credit on the deposit account. 

Note— 7 r%s book of personal deposits should be maintained in Form 
G.A. 155. 

VI. — Deposits of Fees. 

338. The following are the rules for accounting for fees 
received by Government servants for work done for private 
bodies: — 

(i) In cases where a Government servant is permitted 

to retain the whole of a fee, he should collect it him- 
self and the Government accounts will not be con- 
cerned with the transaction. 

(ii) In cases where recoveries from the private bodies 

are divisible between the Government and the 
Government servant concerned: — 

(a) All the fees must in the first instance be paid 
into the treasury to the credit of Government 
(as far as possible by the bodies paying the fees) 
and the amounts due to the Government 

' servants concerned must be drawn on regular 

biUs. 

(b) If the exact amount of the fees and the distribu- 
tion of shares between Government and the 
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Government servant are known before hand, 
the share due to Government should be credited 
as revenue of the Department to which the 
Government servant belongs and the rest should 
go to the deposit head “Deposits of fees received 
by Government servants for work done for 
private bodies” under “Civil Deposits” for 
disbursement to the Government servant on a 
regular bill. 

(c) If the amount of the fees or the shares are known 
only approximately before hand, the recovenes 
should be credited to the head “Deposits of 
fees received by Government servants for work 
done for private bodies”, pending final settle- 
ment, when the recoveries should be disposed of 
as in (b) above. 

(iii) The Government servant himself, if a gazetted officer, 
or the head of office on belialf of a non-gazetteli 
servant, must claim the amount due to him on a bill 
specifying therein the authority sanctioning the pay- 
ment of Tees and' forward the bill to the Accountant 
General through the Treasury Ofiicer concerned, who 
will furnish necessary details of the credit in the 
treasury accounts. The Accountant General will, 
after verifying the credits, authorise the payment anQ 
return the bill to the Treasury Officer who will pay it 
by debit to the deposit head — see clause (n) (b) above. 

In the cases referred to in Clause (li) (c) above, the 
Accountant General w'ill, when returning the bill, advise the 
Treasury Officer to credit the share of the fee due to the 
Government in the Consolidated Fund as a miscellaneous receipt 
of the department to which the Government servant belongs. 

9s:c/iw, tsvt ‘ntKiilxi* Vc» 'nt tabts 'm ^rrit’n "fne 

or a share of tlie fees as such is payable to the Go%erumcnt servant 
doing work for private bodies or persons. Tlicy arc not applicable 
to cases, eg fees levied for overtime work in departments where it 
is in existence, where a Government servant undertakes the work as j 
pan of hU oflicial duties although, in view of the evtni work involved 
and in consideration of the fees lealized. he is remunerated by a 
share out of these receipts. In such cases, the fees realized are 
adjustable as depanmcolal receipts and the disbursements to the 
Government servant as departmental cTpcnditure under “Anowances, 
Honoraria, etc,”. 
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CHAPTER XVI 
Local Funds 
I. — Introductory. 

339. (1) The transactions of local funds are not included 
as such in the Government Account, except in so far as their 
cash balances may be deposited with Government under 
Treasury Rules and accounted for under the deposit head 
“Deposits of Local Funds”. The function of Government m 
regard to such deposits is that of a bank. 

(2) The main classes of local funds are — 

(i) District Funds; 

(li) Municipal Funds; 

(iii) Panchayat Funds; 

(iv) Other Miscellaneous Funds. 

Notes— \. The expression “local body" as u«ed in Ch.ip»cr mians the 
authontj legally entiUed. or specially empowered by Go^ern• 
men( to administer a local fund 

2. The expression “Local Fund*’ denotes- — 

(i) Reseniics administered by bodies, which by law or rule liavitij; 

; llie force of havv come under ihe control of Go\crniti!.m 

whether in regard lo the proceedings gencrall) or to '•pcc.l.t 
matters such as ihe sanctioning of Ihcir budgets sanction 
to the creation or filling up of particular appo-ntmcriLs tl.c 
enactment cf lease, pension or similar rule« 

(ii) Rcscnucs of any body wluJi may by specially notifial b, 
the Gosemment as such 

(3) The financial transactions between Government and 
local bodies vvill be regulated by the following rules and by such 
other general and special orders as may be issued by Govcrn-i: ent 
in this behalf. 


//. — Grants to Local Bodies. 

340. The payment of the various classes of grants to loctil 
bodies will be governed by general instructions contained in 
Rules 306 to 30S and by such special orders as may be 
issued by Government in regard to each class of grant. 
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III. — Charges recoverable from Local Bodies. 

341. Unless any of the following arrangements have been 
authorised by Government, a local fund should be required to 
pay m advance the estimated amount of charges to be incurred 
or cost of services to be rendered by Government on account 
of the Fund:— 

(i) Payments as made by Government may be debited 

to the balances of the deposits of the local fund in 
Government books; 

(ii) RecoVery from the local fund may be po.stponed till 

the time when Government has to make payment 
for the charges; 

(i'l) Payments may be made as advances from Govern- 
ment funds in the first instance, pending recovery 
from the local fund. 

N’ofe,— In cases where a local fund has lo pay for medicine supplied, but its 
liability cannot be accurately known within the year owing to the 
fccount of supplies not being available by the 3Ist March, the local 
fund concerned should be required to pay during March a sum 
roughly estimated as the value of the medicines, any short or excels 
lecovery being rc-adjuslcd in the following year. 

342. Any amount due fo Government by a local body, 
including any amount over-due for payment in respect of a loan, 
!■> subject to recovery by adjustment from any non-statutory 
grant sanctioned for payment to it. The authority signing or 
countersigning a bill for such a gran! should see that this rule is 
observed as far as practicable. 

IV. — Revenue collected on behalf of Local Bodies. 

343. Unless it be expressly authorised by law, proceeds of 
taxes fines or other revenues levied or collected by Government 
may not be appropriated direct to a local fund without passing 
them through the general revenue account of Government, 
whether or not such taxes, fines, etc., are earmarked from the 
s^art for the purposes of the fund. 

344. Subject to the provisions of relevent Acts and Rules 
made thereunder, adjustments with local bodies in respect of 
revenue and other moneys rmsedi or received by Government 
on their behalf will be made in such manner and on such dates 
a*; may be authorised by general or special orders of Government 
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V. — Use of Service Postage Stamps. 

345. Service Postage Stamps may not be used by a local 
fund officer or any Government officer acting m a capacitj 
connected with a local fund such as. President or Secretary of 
a local fund committee, but they may be used on the corres- 
pondence of a public officer acting as such, even though the 
correspondence relates to the affairs of a local body. 

•Noff. — Telegraphic messages, the charges for which arc to be Ixime bv local 
fends, should be classified as “Private” and not as “State” 


VI. — Audit of .Accounts. 

346. Accounts of all local bodies will be subject to annual 
audit through the Local Fund Audit organisation established 
by the Government, and the specific provisions of the Local 
Fund Audit Act and Rules made thereunder will be applicable 
for audit of accounts. 

In cases where such accounts are audited by the Indian 
Audit and Accounts Department under general agreement 
reached between Government and the Comptroller and Auditor 
General, Audit fees on the basis of daily rates piescnbed by 
Government from time to lime will be charged. The agreement 
extend-s also to the accounts of other non-Go\emment bodies 
or institutions which under any general or special order of 
Government have to be audited through Govemmenl Agency 
and for the audit of which the rates of fees recoverable are 
prescrilicd by law or rule having the force of law. 

Nothing contained in this paragraph shall be held to over- 
ride any special instructions of Government exempting any 
particular local body or institution wholly or partially from the 
payment of audit fees. 

V //. — Elimination of Pies. 

347. Except in respect of dues fixed by or under any law 
or under any special order of Government, financial transactions 
between Government and local bodies should be rounded off 
to the nearest anna, six pics and over being treated as one whole 
anna and amounts less than six pics beinc omitted. (Sec also 
Rule 433). 
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Vlll. — Receipts and Payments. 

348. Save where it is expressly provided' by any law or 
rule having the force of law, moneys pertaining to a I.ocal Fund 
may not received for deposit at a treasury without some 
general or special order of the Government. 

349. The accounts of Local Funds at a treasury 'shall be 
kept as a pure banking account, moneys being paid into and 
drawn out of the treasury without specification of the nature 
of receipt or expenditure. Unless in any case the Government 
direct otherwise, withdrawals can be made only by cheques 
signed by the administrator or some responsible oflicer of the 
Local Authority concerned. 

350. If, under any special orders of the Government, 
moneys required by a Local Body have to be drawn from the 
treasury on detailed bills, such bills shall be presented, as far 
as possible, in accordance with the relevant rules on the subject. 
The gross amount of bills shall be debited by the Treasury 
Officer against the Local Fund concerned, the deductions on 
account of income-tax, fund subscription, etc., being credited 
by transfer in distinct entries. 

351. No Local Body is allowed to overdraw the balance 
at its credit in the Public Account, without obtaining beforehand 
a loan or contribution from Government funds to cover the 
overdraft. 


JX. — Verification of Balances. 

352. The balances at credit of each Local Fund shall be 
verified at the end of the year by the Treasury Officer in 
communication with the Accountant General on the one side, 
and the officer or committee administering the fund on the other, 
fhe balance on the Accountant General’s books U the balance 
acknowledged by the Government, and the Treasury Officer has 
to follc'i' It and not the local accounts as his standard. 
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CHAPTER XVn 
Loans and Advances. 

SECTION 1. — Introductory. 

353. Loans and advances made by Government fall under 
the following main heads: — 

A. Loans Advances bearing Interest — 

(i) Loan to Loan Funds, Private Individuals, etc. — 
These comprise — 

(1) Loans to Municipalities; 

(2) Loans to Municipalities and other Local Fund 
Committees; 

(3) Loans to Land-holders and other Notabilities; 

(4) Advances to cultivators under various Acts; 

(5) Advances under special laws; 

(6) Miscellaneous loans and advances, 

(ii) Advances to Government servants for purchase of 
conveyances, house building, etc. 

B. Interest-Free Advances . — 

(i) Advances repayable — Comprising mostly miscellaneous 

advances to Government servants for various public 
purposes. 

(ii) Permanent advances. 

Nose: — ^Alibougb ibe advances to Covrniincnt servants for journeys on tour 
and for other misceJIaneous purposes specified at item (ii) of 
rule 413 arc debited to the service heads concerned (lide Note 
below rule 413) they have been dealt with in this Chapter for 
the sake of convenir * 

354. The rules in iLs chapter should be obsciv'ed generally 
by all departments, in making loans aneJ advances of public 
money, unless there be any spedal departmental rules authorised 
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by the Government or any other orders of the Government to 
the contrary. 

Note . — Advances to cultivators in the fonn of Taccavi will be governed 
accorduDg to Taccavi Rules. 

SECTION n.— General Rules. 

Sanction. 

355. Except •where power to sanction loans and advances 
has been delegated to a subordinate authority, the grant of 
loans and advances in cases mentioned in clause (i) under 
“A — Loans and advances bearing interest” in Rule 353 will 
require the sanction of Government 

(2) The powers delegated to subordinate authorities to 
sanction loans and advances to Government servants are 
regulated by the orders contained in Rules 377 to 410 
€t seq. Detailed rules relating to p>ennancnt advances are 
contained in Rule 244. 

Estimates. 

356. Provision should be made in the Budget for all loans 
which can be foreseen. Various estimating authorities should, 
therefore, make a timely estimate both of the gross advances 
and recoveries of the coming year and should communicate it 
to the Einance Department for inclusion in the budget estimates. 

Conditions of Repayments. 

357. The following general instructions apply to all loans 
and advances to local bodies, etc., other than advances to 
cultivators, etc., which arc governed by special rules and 
subject to the provisions of relevant Acts or Rules made 
thereunder, the conditions under which the loans are granted 
should be regulated accordingly: — 

(i) A specific term should be fixed which should be as 

short as possible, within which each loan or advance 
should be fully repaid with interest due. The term 
may in very special cases extend to 30 years. 

(ii) The term is to be calculated from the date on which 
the loan is completely taken up or declared by 
competent authority to be closed. 

(iii) The repayment of loans should be effected by instal- 
ments, which should ordinarily be fixed on a half- 
yearly basis, due dates for payments being specially 

I prescribed 
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Cv) Instalments paid before the due date will be taken 
entirely to principal unless, of course, any interest 
for a preceding period is over-due. 

(v) The authority who is competent to sanction lo^s and 
advances should see that all loans are given on 
properly executed bonds. 

358. When a loan of public money is taken out in instal- 
ments, the first half-yearly repayment should not be demanded 
imtil six months after the last instalment is taken; meanwhile 
simple interest only should be realised. But should it appear 
(hat there is an undue delay on the part of the debtor in taking 
out the last instalment of a loan, the authority sanctioning the 
loan may, at any time, declare the loan closed’, and order re- 
payment of capital to begin. The Accountant General will 
bring to notice any delay that appears to him to require this 
rciredy and he will take this step whether there are any dates 
fixed for taking of instalments or not 

]. If In any case particubr dates have been fixed for the payment 
of interest or the repayment of instalments of a then such 
repayments should not begin until the second of the half-yearly 
dates so fixed, after the loan has been completely taken up. 
simple interest only being recovered on the first half-yearly date 
after the completion of the loan. For example supposing a loan 
the interest of which is recoverable half-yearly to be completely 
taken up on 31st March and the interest to be payable on 30th 
June and 3Ist December, the first half-yearly instalmeat to 
repayment of principal will not be due until 3Ist December 
following simple interest only wUl be due on the intermediate 
30th June. *■ 

^ These instructions are applicable mutatis mutandh to loans the 
repayments of which are made by other th«n half-yearly mstal- 
meots. 

3. It must be remembered that the calculation fbung the amount of 
^ual periodical instalments, by which an advance is repaid with 
interest, pre-supposes punctual payment of the inslalmenis, and 
that, if any instalment is not punctually repaid, the fixed instal- 
ment will not in the end discharge the loan. 

359. Borrowers should be required to adhere strictly to 
the terms settled for the loans made to them. Modifications of 
these terms in their favour can be made subsequently onlv for 
very special reasons. 
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Interest. 


360. (1) Interest should be charged at the rate prescribed 
by Government for any particular loan or for the class of loans 
concerned. 


(2) A loan bears interest for the day of advance, 
but not for the day of repayment. Interest for any shorter 
period than a complete half-year should be calculated as 
Number of daysxyearly rate of interest , 

^ 265 — ^ unless any other 

method of calculation is prescribed in any particular case or 
class of cases. 


Defaults in Payments. 

361. (1) Any default in the payment of interest upon a 
loan or advance, or in the repayment of the principal, will be 
promptly reported by the Accountant General to the authority 
which sanctioned the loan or the advance. On receipt of such 
a report, the authority concerned should immediately take steps 
to get the default remedied. 

f^ote : — The responsibility of Accountant General under this rule refers only 
to the loans the detailed accounts for which are kept up by him. 

(2) The authority which sanctions a loan may, in so far 
as the law allows, enforce a penal rate of compound interest 
upon all over-due instalments of interest or principal and 
interest. If a penal rate is enforced, it should not, except under 
special orders of Government, be less than 8 per cent per 
annum. 


Irrecoverable Loans and Advances. 

362. A competent authority may remit or write off any 
loans or advances owing to their irrecoverability or otherwise. 

363. In respect of Revenue and other advances, for the 
detailed' control, accounting and supervision of which depart- 
mental officers are responsible, it is the duty of the departmental 
authorities concerned, as soon as any such advance is ascertained 
to be irrecoverable, to take the necessary steps to get it written 
off the accounts under the sanction of competent authority, and 
to advise the Accountant GOTcral, in order that he may make 
the necessary adjustment in the accounts. Irrecoverable 




Rules 353-368 


173 


Chapter 2?VII 


advances written off should nevertheless be registered by the 
Departmental authorities in a register in Form G.A. 187 in order 
that any possible eventual recovery may be made. 

Accounts and Control. 

364. Subject to such general or specific directions as 
may be given by the Comptroller and Auditor General in this 
behalf, detailed accounts of individual loans andi advances other 
than those mentioned below will be maintamed by the Accoun- 
tant General who will watch their recovery and see that the 
conditions attached to each loan or advance are fulfilled. 

In the case of Revenue and other advances mentioned in 
the Treasury Rules, the responsibility for supervision, accoun- 
ting and control devolves upon the departmental authorities 
and detailed rules and instructions governing them are contained 
in the departmental regulations. The Accountant General will, 
however, at the close of every half-year’s accounts send to the 
Government a return showing the figures that pass upon his 
books in respect of revenue advances. The object of the state- 
ment is to enable Government, to check the reconciliation 
effected by the Revenue authorities between their departmental 
figures and treasury accounts. 


Annual Returns. 

365. Accountant General will submit to Government an 
annual statement showing the details of outstanding loans and 
advances borne on his books under the head “I.oans and 
Advances by the Rajasthan Govemrrent”. The statement will 
be submitted in Form G.A. 188 not later than the 30lh Septem- 
ber of the following year. 


SECTION HI, — Mode of drawing and repaying. 
General, 


256 The rules in this part shall apply to loans and advan- 
ces of different classes, which arc granted out of funds bv the 
tjoyemment under the heads “Loans and Advances bv th- 
Kajasthan Govenunent” and “Advances Repayable”, ejtce'pt in 

rales contained in 

other part, of these rules or in any departmental regulations 
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Mode of drawing and repaying. 

367. A bill (Fonn G.A. 121) on which a loan or advance 
is drawn must quote the authority sanctioning such a loan or 
advance. Subject to the provisions of Section IV of this Chapter, 
a Treasury Officer may authorise payment of any loan or 
advance only if the bill has been si^ed or countersigned by the 
authority competent to sanction such Joan or advance or if the 
sanction has been specially communicatcdi to him. In the cases 
of loans and advances requiring sanction of the Government, 
no part of such a loan or advance can be disbursed except under 
the orders of the Accountant General. 

368. Loans and advances may be drawn on simple receipt 
in a form similar to Form G.A. 121 printed on ‘green' paper. 

369. In repaying a loan or advance the memorandum or 
challan presented at the treasury, or if the repayment is made by 
deduction from the amount of a claim against the Government, 
the bill for such a claim must state the original date and amount 
of the loan or advance, or otherwise give sufBcienl particulars 
for its identiheation. If the amount repaid includes interest as 
well as principal, the interest must be separately specified. If 
the repayment is a fixed periodical amount, including both 
interest and principal, the orders fixing the amounts shall be 
quoted. 

JVo/r. — ^The correctness of accounts classification of the debt heads transac- 
tions. both payments and recoveries, deserves special attention of 
(he drawing ofiicers. The instructions regarding checking of the 
classirications recorded on bills and challans and the fillup ur of the 
documents neatly and properly, which are reproduced in Annexnre 
“A” to this Chapter, should be carefully foUowed. 

SECTION IV. — Special Rules Applicable to Different Classes of 
Loans and Advances. 

Loans and advances io MunicipalUies, Panchayats, etc. 

370. Unless in any case the Government direct otherwise^ 
the issue of loan money shall be governed by the following 
rules: — 

(i) Every loan granted to a Municipality or other quasi 
public body or person will be recorded in the books 
of the Accountant General and no part of it can bo 
issued except under his autboiiiy. 
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(ii) No department or Government officer may incur any 
expenditure or any liabilities against a sanctioned 
loan, unless a statement in writing is first obtained 
from the Accountant General that the amount is 
available out of such a loan and has been placed by 
him in a separate account so as to be available for 
the proposed expenditure. 

(iii) The Accountant General before furnishing the state- 

ment mentioned in the pretxding clause, will ascer- 
tain that the Municipality or other party responsible 
for the loan has assented to the arrangement or that 
it is distinctly stated by the Government among the 
terms of the loan. 

(iv) Funds spent under clause (Ii) shall reckon for interest 

as if they were drawn on the last day of the month 
in the accounts of which they arc included by the 
spending department or officer. 

(v) Loans and advances to Municipalities Panchayats etc., 
should be paid after a proper bond is executed, 

REVENUE ADVANCES 

371. The following special procedure is prescribed for the 
drawing of Revenue Advances which include taccavi advances, 
advances under the Land Improvement Acts, and any other 
advances which Revenue Officers arc allowed or directed to 
make xmder the provisions of apy law, or under special order of 
the Government, 

^ote : — Taccavi works advances in the form of expenditure on taccavi works 
in the Public Works Department are regulated bj departmental 
rules. Save where the estimated cost of such works are recovered 
in the Public Works Department recoveries of such advances will 
be made by the Collector in the ways as arrears of land revenue 

372. Advances may be issued from the treasury upon 
orders signed or countersigned by the Collector or otuer duly 
authorised officer. Neither the Treasury Officer nor the 
Accountant General wll be responsible for taking further cogni- 
zance of each individual transaction after payment by a treasury 
beyond keeping a separate plus and minus memorandum for 
each officer who authorises the advance, in accordance with the 
directions contained in this behalf in the Account Code, Vol. II 
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issued by the Comptroller and Auditor General. For all further 
accounts and supervision, the departmental authorities will be 
responsible. 

373. (1) Advances may be made either direct to the parties 
concerned and on their receipt (stamped when necessary), or in 
lump sums on bills in Form G.A. 121 to Government officers 
disbursing the ndvances. 

(a) In the former case, the payments in the treasury 
account must be supported either by actual payees’ receipts, or 
where ^ese are required by the departmental officer, by a certi- 
ficate from the Collector or other duly authorised officer to the 
effect that the payments have been made to the proper parties 
and their receipts duly taken and filed in the departmctal office. 

(b) In the latter case, the following safeguards shall be 
adopted: — 

(i) No officer disbursing these advances should be allowed 

to draw a second abstract bill without producing a 
detailed bill to account for the amounts already dis- 
bursed from the last advance taken any balance left 
being at the same lime refunded into the treasury. 

In no case should (he submission of the detailed bUl 
be delayed beyond the end of the month following 
that in which the advance was drawn from the 
treasury. 

(ii) Disbursing officers should take thr receipts of the 
payees on the spot as soon as the advances have been 
made, and certify at the foot of the detailed bill that 
the advances were duly sanctioned by them and paid 
in their presence. 

(iii) Payees’ receipts need not be sent with the detailed bill 

and their names need not be shown in it. The 
detailed bill should be forwarded to the Accountant 
General through the Treasury Officer in support of 
the debit appearing in the treasury account. 

(iv) The Collector or the head of the department con- 

cerned should prescribe a money limit for the amount 
which can be drawn on abstract bills by each officer 
with due regard to the circumstances of each case. 

(2) No officer authorised to make advances may question 
the accuracy of the treasury plus and minus memorandum as the 
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record of his responsibility, otherwise than by satisfying the 
Accountant General of its erroneousness and causing him to 
correct it. Every officer shall see that debits and credits made 
to his account accurately correspond with those which enter his 
own registers and returns for each months. If he is not the 
Collector he must obtain from the treasury a copy of the plus 
and minus memorandum with which he is concerned and take 
necessary steps for the removal of differences between the two 
sets of accounts. Special care shall be taken in paying recover- 
ies into the treasury that the amounts of interest and prmcipal 
recovered are separately and distinctly credited, as the former 
must not, and the latter roust be credited in plus and mmus 
memorandum. 

Advances for Departmental Purposes. 

374. Advances granted under special orders of competent 
authority to Government officers for departmental or allied 
purposes may be drawn on the responsibility and receipt of 
the officers for whom they are sanctioned subject to adjustment 
by submission of detailed accounts (Form G. A. 122) supported 
by vouchers or by refund, as may be necessary. 

In the case of advances for departmental experiditure, 
ultimately recoverable from pnvate owners or other paities, the 
duty of raainlaining detailed accounts of the advances, of 
watching their recoveries and of supervision, etc., shall rest with 
the departmental authorities concerned, the Treasury Officer 
being responsible only for mamtaining a plus and minus 
memorandum, where necessary, in accordance with the directions 
contained in the Account Code Vol. II issued by the Comptroller 
and Auditor General of India. 

Advances to Go\ernment Servants on Personal Accounts. 

375. These advances, debitable to the service heads, may 
be drawn on ordinary pay or travelling allowance bill form and 
those debitable to the debt heads on a simple receipt in Form 
G.A. 121. A personal advance to a Government sers'ant may be 
repaid either in cash or by deduction from his pay or travelling 
allowance bill, as may be required under the rule or order 
applicable to each case. In cases in which repajment is made 
in cash, remittance of the amount to the particular treasury or 
office from which the advance was drawm is not necessary. 

Other Loans and Advances. 

376. Subject to the general prosisions contained in section 
HI of this Chapter, loan or advances not falling under any of the 
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separate classes specified in this section may be drawn and 
repaid in accordance with such general or special orders as the 
Government may issue in each case. 

SECTION V. — Loans and Advances to Government Servants. 

1 — General. 

377. The rules from 382 to 414 do not ordinarily apply to 
Government servants who are not in permanent employ. As 
the pay of such persons does not constitute adequate security for 
a loan, advances should not ordinarily be granted to them. In 
special cases, however, if the circumstances admit of the pro- 
vision of adequate security, advances may be granted in accor- 
dance with the terms of these rules to officiatmg or temporary 
Government servants without any substantive appointment under 
general or special sanction of the Finance Department. 

— A question has been raised whether officiating pay may be treated 
as pay for the purpose of calcubuiig the amount of advance to 
' Government servants for purchase of house-building and conveyance. 
His Highness the Rajpramrkh has been pleaded to order that in 
cases where an ofiiciating arrangement is expected to continue 
mderinitely, or is likely to be followed by confirmation, the amount 
of advance admissible may be calculated on ofTicialing pay on the 
sanctioning authority record’ng a certificate to the effect that the 
ofiiciaiing appointment is expected to conimuc indefinitely, or is 
likely to be followed by conlirniation. 

378. It is not permissible to sanction a loan or advance 
to a Government servant which involves a breach of any of 
the basic principles laid down in Rule 10. In any case 
in which a cash grant would be within the powers of sanction 
of a particular authority, the grant of an advance not exceed- 
mg the cash grant will not require the sanction of a higher 
authority. 

379. Simple interest at the cate fixed by Government for 
the purpose should be charged on advances granted to Govern- 
ment servants for the purchase of ^conveyances or for house- 
building, under Rules 382 to 410. The interest should be 
calculated on balances outstanding on the last day of each month. 

Notes — 1 In cases, where pay bills for a month are disbursed before the end 
of the month, an instalment in repayment of an advance received 
through the pav bill will be taken as having been refunded on 
tl'.e 1st of the following month, the normal date for the disburse- 
ment of pay. — 
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to be issued up to the end of the financial year and, as a result the 
amounts sanctioned and ear-marked in many cases remain undrawn 
because a number of formalities have to be completed before pay- 
ment of an advance is actually obtained. This results in la'ge un- 
surrendered savings, which have to be explained to the Public 
Accounts Committee. 

In order to avoid the situation. Government have decided that no 
fresh sanctions for such advances should be issued during the last 
2 months of the financial year ic. February and March. Any 
sanction dated February 1 to March 31 should be treated as 
inoperative. 


2. — Interest-Bearing Advances. 

A dvances for purchase of conveyances 

382. Pennanent Government servants may be granted 
advance under the provisions of the following rules for the 
purchase of conveyances (including animals) which th^ are 
required, under explicit orders of a competent authority, to 
maintain as a condition of their service or of holding any 
particular post to which they may be appointed- or the possession 
of which, in the opinion of the sanctioning authority, will add to 
the efficiency of the Government servant concerned. 

/fore .' — No advance shall be admissible lo a Government servant if he is 
due to be superannuated within a period of two years from the date 
of issue of the advance, but this rule may be relaxed in case the 

E ossession of the conveyance is considered to be in public interest 
ut the number of instalments should be so regulated that the 
recovery of the .idvance and interest thereon is completed at the 
time of the issue of the last pay to the ofTicer befrre retirement 
Other conditions attached to the grant of advance will remain 
unaltered 

382A. Advances for purchase of Cycles may be granted also 
to temporary employees subject to following additional 
conditions; — 

(1) The number of instalments prescribed for the 
recovery of the advance must not exceed twelve. 

(2) The surety of a permanent Government servant in 
Form G.A. 175 must be produced before an advance 
is sanctioned . 
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(3) The sanctimmg authority must itself that the 

Govcnmcnt servant is likely to continue m service 
till suLh time as the advance is compleiely rcLOveied. 

(4) In the event of a temporary Government servant 
being discharged before ilie advance is completely 
recovered, the remaining balance of the advance must 
be recv.ered' in one lump '‘iim before discharge. 

(5) Execution of Mortgage Deeds will be necessary in case 

of advance for purchase of Cycle to such employees 

382B. Advance for the purchase of co'^veyances other than 
cycles may also be g'^anted to temporary Government servants 
who hpe put in not less than three years service subject to the 
following additional conditions — 

(1) The sanctioning authority must satisfy itself that the 

Government seiwant Is likely to continue m service 
till such time as the advance is completely recovered 

(2) In the event of a temporary Government servant being 
discharged before the advance is completely recovered, 
the remaining balance must be recovered in one lump 
sum before discharge. 

(3) The Government servant furnishes an acceptable 
surety from a permanent Go\ernment servant. 

383. The total amount to be advanced to a Government 
servant shall not exceed Rs. 20.000 or 12 months’ pay or the 
anticipated price of the conveyance whichever is less. If the 
advance taken is more than the actual price paid, the advance 
shall be refunded to the Government. 

384. An advance granted under these rules should be 
repaid in not more than sixty instalments, the first instalment 
commencing with the first issue of pay after the advance is 
^awn. If a Government serv'ant to whom an advance has been 
issued retires before the adv-ance is fully repaid, he shall be 
required tc repay, in one Instalment, the amount outstanding 
together with the interest accrued on the date of his retirement. 
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f^ole : — It shall be open to a GoTCmment servant tc» refund the advance in a 
lesser number of instalments. 

Aclmimstralive I/uirnc/ions. 

I. Advances for the purchase ton^ and/or Horse should be 
hmited as follows: — 

(i) Tonga & Hone — Rg. I.OOO/- or t months* pay whichever is Jess. 

(ii) Horse — Rs. 500/- or 4 months’ pay whichever is less. 

Such advances should be repayable in instalments not exceeding 48. 

II. Advances for the purchase of Motor Cycle should be limited 
to Rs 3,000/- or ten months’ pay or price of the Motor Cycle whichever 
is less. 

Such advances should be repayable in initalments not exceeding 48 

HI. Advances for the purchase of a Cycle should be limited to 
Rs 300/- and advance in excess of this amouai will not be allowed. 

Such advances should be repayable in imtahnenU not exceeding 24. 

385. The amount to be rccoverea monthly towJiras the 
repayment of the advance shall not be affected if a Government 
servant proceeds on privilege leave, if while an advance is out- 
standing, the Government servant proceeds on leave on half 
average pay or is placed under suspension, the sanctioning autho- 
rity may, during such periods of leave on half pay and of suspen- 
sion, suspend the recovery of the advance, provided further the 
total period for which recQvcry is suspended does not exceed more 
than a year in all (i e. the entire amount of the advance should be 
refunded within a period of five years at the outside). 

386. The conveyance purchased shall be hypothecated to 
the State. 

Note — For mortgage bond, form GA 171 is prescribed. 

387. Motor cars and motor cycles purchased with the aid 
of an advance taken under these rules should be insured on 
comprehensive basis and the insurance continued until the 
advance together uith the interest thereon is fully repaid, - 

Note - — A doubt has also arisen as to whether a Government servant who is 
granted advance for the purchase of motor car,_ motor cycle or 
other conveyance — can spend any unutilised portion of the advance 
fer its repairs w cniHe him to use it satisfactorily. 



Rule* 391-894 184 . Chapter XVII 


outstanding balance, provided that when the car or any other 
conveyance is sold only in order that another car or conveyance 
may be purchased the authority sanctioning the sale may permit 
a Government servant to apply the sale-proceeds towards such 
purchase subject to the following conditions: — 

(i) The amount outstanding shall not be permitted to 

exceed the cost of the new car or other conveyance; 

(ii) the amount outstanding shall continue to be repaid at 
the rate previously fixed; and 

(iii) the new car or other conveyance is insured and mort- 
gaged to Government as required by these rules, 

392. A Government servant, who draws an advance for the 
purchase of a motor car or other conveyance is expected to com- 
plete his negotiations for the purchase of and pay finally for the 
car or other conveyance within a month of his drawing the 
advance; failing such completion and payment, the full amount 
of the advance drawn, with interest thereon for the month, should 
be refunded to Government. This condition should always be 
mentioned in letters sanctioning such advances. 

Note.—\ Government servant who purchases a conveyance after he applies 
lor Ooverninent advance and arranges to pay for it by raising a 
temporary loan from private resources or by arrangements with his 
bankers is also permitted to draw the advance, subject to other 
conditions being satisfied, piovided the conveyance was purchased 
within three months of applying for an advance. 

393. At the time of drawing the advance, the Government 
servant should execute an agreement in Form, G.A. 176 and on 
completing the purchase he should execute a mortgage bond 
(Form G.A. 177) hypothecating the car or the conveyance to the 
Government as security for the advance. The cost price of the 
car or other conveyance should be entered in the schedule of 
specifications attached to the mortgage bond. 

Note . — Execution of mortgage deeds will not be necessary in case of 
advances for purchase of cycles in case of permanent employees. 

394. When an advance is drawn, the sanctioning authority 
should furnish to Accountant General a certificate that the 
Agreement in Form G.A. 176 has been signed by the Government 
servant drawing ti advance and that it has been examined and 
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found' to be in order. The sanctioning authority should see that 
the conveyance is purchased Vvithin one month from the date on 
which the ad'\'ance is drawji and should submit every mortgage 
bond promptly to the Accountant General for examination before 
final record. 

Note . — No extension in tlie aforesaid penod, for the purpose of con\e\ance 
will ordinarily be allowed If m mcv. of any exceptional circum- 
stances of the case it u co*sidCiCd necc««„ry to allo". e , -j -n 
any case the interest during the pened of extension wH be charged 
at 69<3 per annum 

394A. In cases where advance is sanctioned for purchase 
of Motor Cars, on receipt of the certificate prescribed in Rule 
394 the Accountant General will obtain from the Govern- 
ment servant drawing the .advance, a letter in Form G.A. 178 to 
the Motor Insurance Company, with which the Motor Car is 
insured, to notify to them the fact that the Government is 
interested in the Insurance Policy secured. He will himself for- 
ward the letter to the Company and obtain their acknowledgment. 
In the case of Insurance effected on annual basis this process 
should be repeated every year until the aavance has been fully 
repaid to Government. 

Contravention of these orders will render the Government 
servant liable to refund the wliole of the amount advanced with 
interest accrued, unless good reason is shcv.n to the contrary. 
The amount for which the conveyance is insured during any 
period should not be less than the outstanding balance of the 
advance with interest accrued at the begirming of that period and 
the insurance should be renewed from time to time until the 
amount due is completely repaid. If, at any time and for any 
reason the amount insured under a current policy is less than the 
outstanding balance of the advance, including interest already 
accrued the Government serx'ant should refund the difference to 
Government. The amount to be refunded must be recovered in 
not more than three monthly instalments. 

395. Applications for advance shall be made in Form G.A 

House Building Advances. 

396. Unless powers are specifically deleaated in r-^spect of 
particular class of Government ser\'ants to subordinate auLho- 



Rul^'393- 


186 


rCliapterEXyil 


ritiesa house building advanceimay^beigranted byiGovernment 
to a Government s'ervant — ' ' , 

' ''’(i) For 'the resident* of the Government servant for. his 
family at any one place in Rajasthan. -ji Ji 

' Provided that an officer of the All lndiatServices 
borne .on the Rajasthan cadre maybe panted such 
' advance fpr his residence or.for'the residence of his 
family at any one place in India. 

II ji(ii) to rebuildja^bouse^fprovided ithat-rebuilding'involves 
" Ji p ‘j-completeuiemolition of the existing (building; or ,, 

' " (iii) to ^e'ct^repairs to ‘the house provided that such repairs 
‘ ' are, not’ in the nature of ordinary 'repairs" but are 

' '* 'reguired'to^makehhe house habitable and involve»an 

’ outlaylalrge in comparison with the value of the house. 

' ' '‘Explanations. — ( 1 ) Advances are given to enable a Govem- 

' 'ment servant to build or purchase a house, 
subject to specified conditions, ■'for hisTesi- 
dence. Ordinarily an advance to build or 
f purchase a second -house will not be 

granted if an advance was drawn from 
Government for building or purchasing 
the first house; and when approved, will be 
' subject to the condition that the first house 

must be*sold and the saIe-procecds.appIied 
towards the .second Jiouse. " In .such -cases 
the advances will also not exceed rthe 
amcmnt by which the sale-proceeds'>fall 
short of two years’ pay of the Government 
servant concerned. 

(2) Acivances may be ’'allowed in --cases -of 
purchase of a house or land even if the 
^Government servant has paid-the amount 
in full or part provided payment has been 
arranged by him by.incurring a debt from 
other sounds and the request for advance 
MS made v/ithin a month of the date of such 
^payment. . 
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and sanction to him a fresh advance on the basis of his enhanced 
pay subject to the adjustment of the instalments already 
drawn. 

398. An advance shall ordinarily be drawn in instalments, 
the amount of each instalment being such as is ’ likely to be 
required for expenditure in the next three months. Satisfactory 
evidence must be produced showing that the amount of an 
instalment has been utilised for the purpose for which it was 
drawn before the next instalment is paid. When, however, the 
amount of an advance is small and the drawing officer certifies 
that it is likely to be utilised within three months it may be 
drawn in one instalment. When an advance is granted for the 
purchase of a house or the purchase of land on which to build 
a house, it may also be drawn in full. 

Any surplus amount left out of an advance must be re- 
funded to the Government immediately. 

l^oies — In case of advance paid in msflmenls iVie rate Of interest 
leviable will be the rate prevailing at the time of drawing of 
the first instalment. 

’ 2 If the pay of a Government servant who has been sanctioned 

house building advance in instalments in accordance with the 
above rule, is increased substantively on account of his promo- 
tion to a higher post or service and he has not drawn the advance 
in full, the compe'ent authority on receipt of a request from 
the Government »cnam may cancel the prcsious advance and 
sanction to him a fre»li advance on the basis of his enhanced 
pay subject to ilie adjustment of the instalments already drawn 

Re-payment of the advance. 

399. (a) Advance for purpose other than repairs . — The 
advance granted to a Government servant under these rules for 
purposes other than repairs together with the interest thereon 
shall be rccoveied from the pay bills of the Government servant 
concerned by monthly instalments within a period not exceeding 
144 months. The recovery of the advance shall first be made 
m not more than 120 monthly instalments, and then interest shall 
be recovered m not more than 24 monthly instalments. 

Exception . — The advance granted to a Government 
servant whose pay does not exixw Rs. 3CX)/- at the time of 
sanction of the advance for construction of a house shall be 
recovered in monthly instalments w;thin a period not exceeding 
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240 months. The recovery of the advance shall first be made in 
not more than 180 monthly instalments and the mterest shall be 
recovered in not more than 60 monthly instalments. 

This amendment will take effect from 14-60. 


(b) Advance ior Repairs . — ^The advance granted to a 
Government ^en’ant under these rales for repairs tosether with 
the interest thereon shall be recovered from the pay bH's of the 
Government serv'ant concerned by monthly instalments within 
a period not exceeding 36 months The recovery of the 
advance shall first be made m not more than 33 monthly 
instalments, and then interest shall be recovered in not more than 
3 monthly instalments. 

^’otes—\. The amount to be recovered monthly shall be fi'ied in ^hole 
rupees except in the case of the la^t mctalment when the 
remainin'; balance including anj fraction of a rupee 'hall be 
recos'ered. 

2. Rcpajment of an ad’.-ance taken in one lump sum shall 
commence with (be firt issue of pa> after the amoimt has been 
drawn \Vhen an advance i< drawn in msialmetit' repavinent 
shill commerce from the fourth is^ue of pay after the fint 
instalment is drawn 

3. In order to avoid undue hardship to a Government 'ervant who 
is due to retire vjtbm 12 years of the da’a of *he application 
for the grant of an ad\ancc under sub-rule (a) above and if 
under the provisions of rules applicable to him be is eligible for 
the grant of a graluily or deatli-cutn-rciirenient gratuity, the 
sanctioning authority may permit lum to repav the advance with 
interest in conven ent moilhly instalments fthc amount of which 
shall not be less than tlie mcathly instalmenls which would 
have been reeoicmWe from h'm if the advance would have 
been repaved wi'f’in a period of !2 jears) dunng the remaining 
period of his service, pros ided he agrees to tie mccrporaiion c 
a suitable clause in the prescribed Agreement and Nfortgag 
deed to the cITcct llia» d e Govermicnt shall be entitled To 
recover the balance of the said advance v iih interest remaining 
un-paid at the tunc of Lis retirement or death preceding 
retirement from the whole or any specified pari of the gratuity 
that may be sanctioned to him. 

(Substituted t.'Jt' F. D order Ko. D 70JJ/5S F 7 (c) (1) FD/ 
R/.S8. dated 30-M959 ard 18-5-1959 and v ill take cfTetl 
from 1-3-1958). 



Rules 899-40CA 


190 


Chapter XVII 


4. In case the Government servant does not repay the balance of 
, the advance due to Government 'on or before the 'date of'hW 

retirement, it shall be open to Government to ‘ enforce the 
security of the mortgage at any time thereafter, -and recover the 
balance of the advance due together with interest and cost of 
iccove/y. by sale of the house or in such other manner as may 
be permissible under the Law ' 

Government of Rajasthan’s- Decision. 

Repayment of loans for house building and repairs already drawn byr 
Government -servants prior to the amendments under F, D order, dated, 
30-1-1959, (Rules 397 and 399) will also be regulated in ^ accordance 
with the above rule elTective from 1-3-1958 and the balance ' of the loaH' 
outstanding on 28-2-1958 will be recovered in such 'instalment that the 
recovery may be completed in a total ''of not exceeding 144 instalmenh 
(36 instalments in the case of repairs) beginning u from the first instalment 
provided' n, ,^,,1 , 

(a) that this will not effect instalments of repayment of loan in cases 
where a smaller number of instalments j has ' been' specificallv 
provided for in any case for special reasons; - 

(b) that in any case the instalmenls are so regulated that the 
recovery may be completed before the date on which the 
Government servant may w due to retire.’ 

400. (1) To secure the Government from loss consequent 
on a servant dyin^ quiting service before complete repayment of 
an advance with interest accrued thereon in accordance with 
Rule 360, the house purchased, built or repaired together 
with the land on which it stands shall be mortgaged to the 
Government in Form G.A. 179, 181 or 183 as the case may 
be. The borrowing servant is responsible that the mortgage 
bond is registered within four months from the date of its 
execution. The bond, so registered, will be retained by the 
sanctioning authority. 

Mortgaged property will be released on liquidation of the 
full amount due by a re-conveyance deed in Form G.A. 184. 

‘(2) The original documents' of title to the land 
property shall also be obtained from the mortgagee and 
kept in safe custody till the redemption of the mortgage 
deed. ■ ' ' , /i i 

400-A. Immediately on completion or purchase of the 
house as the case may be, the Government servant concerned 
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siiall insure the house, at his o^v^ cost, with the Inuian Insurance 
Companies Association Pool, Boi ibay. for a sum not less than 
the amount of advance and shall keep it so insured against 
damage by fire, flood or lightening, till the advance is fully 
repaid to the Government and deposit the policy with the san- 
ctioning authority. The premia must be paid regularly and the 
premium receipts produced for inspection by the Head of 
Department and in case the Govemnient servant himself is the 
Head of Departrr ent, to the sanctioning aulhonty. The Head of 
the Departmeni and sanctioning authority in case of Heads of 
Departments v ill obtain themselvo from the Government servant 
dfowing the ad.ance a letter to the Insurer with which the house 
iStinsured to notify to the latter the fact that Goiemment is 
interested in the Insurance Policy secured. The Head of the 
Department/Sanctioning authority will himself forward the 
letter to the insurer and obtain his acknowledgment In the 
case of insurances eflected on annual basis this process should 
be repeated every year until the ad\'anc« has been fully repaid to 
Government. 


400-B. The house must be maintained in good repair at 
his own cost by the Government seri'ant concerned. He shall 
also keep it free from all encumbrances and shall continue to pay 
all the Municip.al and other Local rates and taxes regularly until 
the advance has been repaid to the Government in full. The 
Government servant shall furnish an annual certificate to this 
effect to the Head of Department . 


400C. If the house or any portion thereof, is not, for 
any reason, utilised by the Government ser\'ant for the residence 
of himself or his family, it shall not be let out to any person 
without the prior permission of the Government and shall, when 
so required by the Government for any bonafide public purpose, 
'be let out to the Government on a reasonable rent. ' 


-401, With the sanction of Government a servant who has 
been granted an advance may dispose of the house, provided he 
js therebyenabled to clear off at once the whole amount Uue, or 
•wUh'like sanction he may transfer it to any serv'anl of similar or 
'higlier rank on pa/ Pot less than his, when future deductions 
• Shall be made from the pay of'such servant. 
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402. The last pay certificate granted to a servant holding 
an advance shall specify the original amount repaid and the 
balance outstanding, together with interest accrued. 

403. The following procedure shall regulate the grant of 
such advances; 

(1) An application (Form G.A. 158) must be made 

through the applicant’s departmental superior, who 
will record his opinion as to the necessity for the 
advance. In the case of an advance for the purchase 
of land and construction of a house on the land so 
purchased, the applicant must state separately the 
amount required for purchasing the land and for 
building the house. 

(2) The applicant shall also provide satisfactory evidence 

of his title to the land on which the house stands or 
is proposed to be built. When the advance is 
required for the purchase of a house or land on which 
to construct It, the applicant shall show that he will 
have undisputed title to the house or land on pay- 
ment of the purchase price, and that there will be 
no obstacle to it being mortgaged to the Government. 

Note:— Thii rule does not preclude the grant of an advance to a person who 
does not possess full proprietary rights in the land upon which he 
intends to build, provided the sanciioning authority is satisfied that 
the applicant has a lease of which ihe unexpired portion is of a 
terra and value suffiaeiU to justify the grant of the advance and that 
there is no danger of the lease hpsmg or of the Government being 
unable to dispose of it should it become necessary to foreclose the 
mortgage. In exanuning the mortgager’s title care should be taken 
to see that the lease does not prevent any subdemise by the lessee 
(the mortgager). The mortgage bond in such cases will be in 
Form GA. 183. In cases in which ground rent, municipal taxes 
and similar dues are payable to lo^ authorities on account of land 
taken on lease, the sanctionmg authority may, at its discretion ask 
the Government servant taking the advance to produce for 
inspection receipts for these payments within fifteen days of their 
falling due. If the sanctioning authority finds that such dues have 
not been paid by the borrowers, steps may be taken to recover the 
said dues. Includmg interest thereon, if any, from tlie pay of the 
Government servant concerned for payment to the parties concerned. 

404. The recommending authority is required to satisfy 
himself as to the .amount of the proposed advance and the 
applicant’s title to the property or the-title-which he will acquire 
on payment ofvthe purchase price; 'ant^ further, that there will 
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be no legal obstacle to the property being mortgaged to the 
Government, and that the Government will have the right of 
foreclosing on the conditions mentioned in the mortgage bond. 
Where there is any doubt as to the validity of that title or other- 
wise, the revenue and registration authorities or, if legal advice 
is necessary, the Government pleader of the district concerned 
should be consulted, through the Collector. 

405. The order of sanction shall only be issued, when the 
Accountant General has certified that funds to cover the advance 
are available in the year in which payment of the adv nee or a 
portion thereof, will be made. 

406. Advance for the constniction or repair of a house — 

(1) On receipt of an application, the sanctioning autho- 
rity will ask the Accountant General to list the 
applicants’ name. He will then proceed to examine 
the regularity of the application with reference to the 
points mentioned in Rule 403 (2) and 404. 

(2) After the sanctioning authority has satisfied himself 
on the points referred to above, he will fonvard to the 
applicant a form of mortgage bond as may be 
necessary, for the purpose of mortgaging the property 
to the Government. 

(3) The applicant will execute the bond and submit it to 
the sanctioning authority who, on its receipt, will 
consult the Accountant General about the availability 
of funds. 

(4) After the Accountant General has reported that funds 
are available, the sanctioning authority may sanction 
the advance p.ayable in two or more instalments. 
When the amount of the advance is small and the 
drawing officer certifies that it is likely to be utilised 
within three months, it may be made payable in one 
instalment. 

(5) The order of sanction must fix a definite date within 
one month from the date of the Accountant General’s 
report, during which period the first instalment or the 
whole advance, as the case may be, must be drawn. 

407. Advances for the purchase of land and construction of 
a house thereon — 

(I) The .sanctioning authoritv will first act as in 
clause (1) of the preceding' rule. He will thereafter 
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' ascertain from the Accountant General whether funds 
are available, and, on receipt of his report, may 
sanction an advance for only so much as is required 
to purchase the land. The sanctioning order must 
fix a ^finite date within one month from the date 
of the Accountant General’s report during which 
period the advance must be drawn. 

(2) Immediately on receipt of the sanctioning order, the 

drawing officer will have an agreement in Form G.A. 
180, executed by the borrowing servant and see that 
it is in order. He will send it to the sanctioning 
authority at the same time as the bill for the advance 
is prepared and presented for payment. ^ Where the 
applicant is authorised to sign his bill, he must 
similarly execute and send the agreement to the 
sanctioning authority at the time of drawing the 
advance. 

(3) Within one month of the date of drawal of the 
advance, the borrov/ing servant must purchase the 
plot of land with tlie advance and execute a mortgage 
bond, in Form prescribed. On receipt of the mort- 
gage bond, and not before, the sanctioning authority 
•may sanction a further advance, of the amount 
required for the constnictlon of the house as in 
rule 406. 

408. Advance for the purchase of house w'th land appur- 
tenant thereto. — Tlie procedure set out in rule 407, in 
regard to the purchase of land will, mutatis inutandh, apply. 
An agreement in Form G.A. 182 and a mortgage bond in Form 
G.A. 179 will be used. 

409. Advance for the purcha\e of a house and repairs to 
it.—The procedure set out in rule 407 will r.mtatis 
mutandis, apply. An agreement in Form G.A. 180 and a mort- 
gage bond in Form G.A. 179 will be used. 

410. Tlie sanctioning authority should invariably furnish 
the Accountant General within four months from the date on 
which the advance, or an instalment thereof, is drawn, with a 

lificate that a mortgage bond has been executed in the forn 
•<’nbed m these rules. 

Note . — Tlie Heads of Departinents and offices can sanction .tJvip;; 
‘Or purcha-e of National Plan Certificates as also ia other forns of trr .'■.mjl! 
Savings Scl enie to permanent Govenunsat servants equal ro i’ c.. c"e 
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The advances should be recorded on the Government 
servant’s last pay certificate. The advance of pay should be 
recovered from the pay of the Government servant in not more 
than three monthly instalments, the recovery commencing from 
the month in which the Government servant concerned draws a 
full month’s pay or/and leave salary on joining his new appoint- 
ment. The advance of travelling allowance should be recovered 
in full on submission of the Government servant’s 'travelling 
allowance bill. 

Notes: — 1. Authorities competent to sanction advances under this rule 
may sanction such advances for themselves also. 

2 An advance under this rule is also admissible to a Govemment 
servant uho receives oixJers of transfer during leave. 

3. This rule does not preclude the grant of a second advance to 
a Government servant to cover the travelling expenses of any 
member of his family who follow him within six months from 
the date of hU transfer and in respect of whom an advance of 
travelling allowance has not already been drawn, 

4. When a single lump sum advance is drawn to cover the travelling 

<expenses both of the Govemme.nt servant himself and of bi» 
family, it may be adjusted by the submission of more than one 
bill if it so happens that the members of the Guvernmen* 
servaut’s family do not actually ntake or comple’e the journey 
with him. In such a case the Govemment servant should 
certify on each adjustment bill submitted by him that a further 
biU in respect of travelling allowance of the members of bis 
family (to be specified) who have not >et completed the 
journey will be submitted m due course and is expected to 
include an amount not less than the balance of the advance left 
unadjusted in this bill v 

5. The advance of pay under th'S rule may be allowed to be 
drawn at the new station soon after the arnval of the 
Government servant there on producUon of the last-pay 
certificate showing that no advance was drawn at the old 
station. 

6 The amount of the advance fd be recovered monthly should be 
fixed in whole rupees, the balance being recovered in ilie last 
instalment 

ADVANCES FOR JOURNEYS ON TOUR 
412. Advances may be made under the rules specified 
below; — 

(i) To a Government servant, other than an inspecting 
ofiicer, for himself or an Assistant or Deputy, 
proceeding on tour, up to an amount sufficient to 
cover for a month his contingent charges, such as 
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those for the hire of conveyances or animals for 
the carriage of records, tents or other Go' emment 
property, subject to adjustment upon the Govern- 
ment servant’s return to headquarters or 3Ist Marcl , 
whichever is earlier. 

— Ad\ances under tlus sulxlausc ina> fas granted hcxJ«> cf offices 
^ but they should not be applied to the expenditure an> gazetted 

Government servant, except that of a Government 'crvani of the 
Forest Department, which is meant to be covered bv bts irjveJlii.g 
allowance. 

(ii) To non-gazetted Government servants or Class FV 

servants accompanying officers on tour or proceeding 
on inspection or other special work, by the head of 
their office, of an amount sufficient to cover their 
personal travelling expenses for a month, subject to 
adjustment on return to headquarters or 31st March, 
whichever is earlier. 

(iii) To gazetted Government servants, when proceeding on 

long and expensive tours, of an amount sufficient to 
cover their personal travelling expenses for a month, 
subject to adjustment on completion of thetr tours 
or on 31st March, whichever is earlier. Such 
advances are not to be granted as a matter of course, 
but only on occasions when the cost of tra‘*ellrag is 
so heai^ as to be a serious tax on a Government 
servant’s private resources. 

advance under sutwibusc (ui) may be granted by heads of 
departments who may exercise the power for sanctirning advances 
for themselves as well. 

4 12A. The grant of temporary advances from the Provident 
Fund \vill be governed by the Rules of the Fund and by the 
mstnrefions, interpretations or orders issued fay the Government 
under these Rules. All applications of Gazetted Officers for the 
grant of temporary advances from the Provident Fund will be 
sent to the competent authority through the Accountant General 
who will furnish details of all kinds of advances previously 
drawn by the Officer which may be outstanding at the time of 
submission of applications and will also indicate whether or not 
me grant of advances invohe a departure from the ordinary 
Rules. Advances to the non-Gazetted Officers will be sanctioned 
the competent authority without reference to the Accountant 
General, but an attested cojy of the order sanctioning the 
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advances should invariably be attached to the bill in which the 
amount is drawn. 


OTHER ADVANCES. 

413. Advances may be granted. — 

(i) By the Collector to a Treasury Officer or Distri« 
Superintendent of Police for expenses connected' 
with a remittance of treasure, to be adjusted when 
the duty is completed; 

(ii) by the head of an office, for law-suits to which 
Government is a party; 

Note : — The advances menlloncd in rule 412 and clause (ti) of Ibis 
rule are treated as final charges, not as advances recoverable, 
and arc to be drawn and accounted for as travelling expenses or* 
contingent charges of estahlishmenls. 

ADVANCES FOR ANTI-RABIC TREATMENT 

414. Advances to Goveinmenl servants and others pro- 
ceeding to a Pasteur Institute or Centre for anti-rabic treatment 
should be regulated by the rules contained in Appendix X. ' ^ 
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ANNEXURE A 
(See Rule 369 A) 

FJ3. Circular No. D. lU56fF I (41) F.D. (AA) 54. 

Dated the lOih Men 1956 

^'flroidarice of errors in dassificatton of the Debt heads irOfuaciions 

la order to obviate misclassifications. it fiaj. been decided m consul 
talioa with the Accountant General that all forms of bills on which moiic>b 
connected with the Debt heads transactions arc dmsvn should be printed m 
■grtea’ paper and that there should be special forms for dra-'tne loans an 
advances at present drawn on forms TRs 16. 20. 22. 25 and 
Accordingly, new forms GA 121 and 122 arc prescribed for drawing loans 
and advances described in Chapter XVII of the Rajasthan General Financial 
^and Accounts Rules, which arc classified under the debt heads ‘S — Dcposi.s 
-Vnd Advances’ and ‘P — Loans and Advances b> the "itate Go'cinmcnt' 
Thus, the following forms will be printed on ‘green’ paper arj they will be 
brought into use as soon as the supplies are made by tiic Oovemmeni Press 
at Jodhpur. Your reauirements of tJie forms may please be conjnunicated 
to the Press without delay. 

(0 Q-A. 121 .. Bill for toms and advnnces 

(»») O.A. 122 .. Bat* led disbvirwraent ficcotint of Atlvanccs, 

required to to e’ibmit*td urd'T rulei" 
3T3 and 374 of G T.A.R. or simiUr rule" nnd 
ordera fratnerl under Special Lawa. 

(ii>) G.A, J2S . . Bill for pirmenf from Proridcnt Turd 

accotmt (substitute of Form TJl. 68 A) 

(»v) O.A. 120 .. Bill for repnyment of deposits (substilute 

of Form T.It^ Cl). 

(0 GA. 104 ., JliU for payments from llie Insurance 

Fund (eubstilulcofForm T7 112). 

Abstract Bill Form T.R. 31 (GA. 109) will not. in future, be used for 
drawii^ Jmas Avy A.tnsl disroitviV; .Rrj' .t\wd 7^. A. 

T.R.S. 16, 20, 22 and 25 (now GA/75, 76. 94 and 95) will not, in 
._^’ture. be used for drawing advances on behalf of Government servants 

2. AH the Forms have been made to provide for the ‘pccial require 
meets of the Banking system, and they contain such instructions as arc 
rxeessary for the guidance of the drawing and disbarsing ol'-ccrs. These 
should be strictly observed, 

3. So far as loans and advances are concerned, they can be drawn 

K- authorities for the purposes mentioned against each and 

j^ubject to the fulfilment of conditions applicable to each class: — 

(а) By a Gazetted Officei. Advances on Lis p'rsonal account. 

(б) By a Brewing Officer. (i) Advances for departmental purpoeeB 
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(»i) In lump sum. for^iabursemcntto ths 
non-giretled e'aff as Advances for 
purcliftse of conveyance, house-build* 
ing. ofc., Ibo receipts being faken 
aoparate’y and filed in the depart- 
mental office. 


(c) By a duly au'horiscd repre- 

sentative (countofsig-icd 
by a compe'ent au’ho* 
n y. 

(d) By the par'y concerned 
(countersigned by a du'y 
author)«efi Bjvenue or 
other O.'ficcrb 


(»i») Permanent Advances. 

Loa- B op bcha’f of a Municipality, Local 
Fund Panchtyat or other quasi, 
public body. 

Revenue or o'her Advances, duly receipted 
bylhopvyeoorsnpporteil by a cer- 
lifiratc from the Colleetor or duly 
authorised officer if the receipt is 
taken separately for departmental 
record. 


(«) By a duly authoris<d Re- Reienueor other Advances in lump sum 
venue or other ofneer. for disburscicenfc to irdividaals. 

At indicated above, the final record of payments is to be kept in the 
departmental oHlce concerned, and it is in (he case of such transactions at 
items (b-i) and (e) above that a detailed account ol disbursement in Form 
G.A. 122 is to be rendered to (be Accouotant General, and this must be sub- 
mitted at the latest by the end of the month following that in which an 
advance is drawn A certificate to the effect that the detailed accounts due 
in respect of Advances previously drawn have been rendered must be 
recorded on a subsequent hill otherwise (I»e treasury will return the bill 
unpaid 

4. Tlie correctness of accounts cbssificatlon should receive the 
special attention of the drawing officers who should have them carefully 
cxam!ni*(l before bills are sent to the treasury concerned. Simultaneously, 
it should be seen that the necessary entries have been made in the relevant 
ledger, broad-sheet or other prescribed register. The classification as 
recorded on the bill should be compared -with those entered in ■'■c ledger, etc 
and correction made, where necessary. 

5. The classification of recoveries, made by deductions from bills or 
in cash deposited through cash challans should be completely and correctly 
recorded on the documents and their correctness should be carefully examined 
by the drawing officer himself or by an ofltor to whom the duty is entnisted;^ 
and in token of this having, been done., each classircalioa should be iritialled 
by the oDcer before a bill or challan is signed To save labour, the classifi- 
cations are. where this is feasible, being inserted on the new forms of bills 
and schedules under printing at (he Govenvraent Press. Jodhpur. Since ful'y 
deiail-d classifications cannot be printed on the fonn of cash challan so as 
to covc'- all cases, the departments are under an obligation to exercise the 
necessary care in filling the challans ready and properly so that mispostings 
and tra-Tsposiiions may be avoided and the consequent labour and time, which 
svculd o'.herwise be involved in reclifying them, saved. Such steps would 
ensure the correct compilation of the State account and it is very much 
desirable that they should be adopted. 
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CHAPTER XVIII 
Miscellaneous Subjects. 

I. — ^Security Deposits, 

415. The following instructions apply generally to securi- 
ties to be taken from officials entrusted with the custody of cash 
or stores. 

416. Subject to any special rule or order made by Govern- 
ment in this behalf every cashier, store-keeper and other sub- 
ordinate who is entrusted with the custody of cash or stores 
should be required* to furnish security, the amount being regulated 
according to circumstances and to local conditions m each case 
under the sanction of competent authonty. and to execute a 
security bond, setting forth the conditions under which Govern- 
ment will hold the security and may ultimately refund or 
appropriate it. 

Notes. — I. The Treasurer empIo>ed m noa*banking ireasunes is respon 
sible for the haodltng of ihc ttione^ at treasury It is the duty 
of the CoDcctor to sec that the Treasurer furnishes sufficienl 
security to protect the Government againsi loss due to this 
negligence or fraud. 

2. A model form of the Treasurer’s security bond is given in 
Form T.R, 2. 

Securities lodged as deposits may be returned after six 
months from the date of vacation of office by a treasurer, but the 
bond shall be retained permanently, or until it is certain that 
there is no necessity for keeping it any longer. 

417. When a Government servant who has furnished 
security takes regular leave or is deputed to other duty, the 
person who is appointed to officiate for him should be required 
to furnish the full amount of security prescribed for the post, 
unless a competent authority has authorised a relaxation of the 
rules regarding security applicable to his case. 

418. Whenever, a private persori or firm contracts with 
Government to supply stores or execute a work, he or it should, 
unless exempted by competent authority, be required to give 
security for the due fulfilment of the contract and suitable pro- 
visions regarding the security should be- incorporated in the 
agreement. 
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419. The security taken from a Government servant or a 
contractor should be in one of the following forms subject to 
the conditions noted against each, or partly in one and partly 
in another of these forms when this is specially permitted by the 
departmental authority aiUhorised to accept the security; — 


Toms. 

(ij Casli. 


(ti) Promissory notes and Block 
certificates of tiio Contra] 
Government or State Govarft- 
mont, Mvinidpal debentures or 
Port Trust bonds 

( 

[fii) Post Office Savings Bank pas» 
Books. 


(»t>) Post Office Cash Certificates, 
Peienco Savings Certificates 
and 17ational Savings Ccrtifica* 
tcs. 


(i>) Deposit receiplB of recognised 
banks approved by the Govern- 
ment for the purpose. 


Conilitiont. 

Governme it will not pay any inter- 
est on any deposit held in th» 
form of cash. 

ITiesesecurilies should t<e accepted 
at 5 per cent below the market pric', 
or at the face vahie, whichovor js 
less, and should b“ dealf with in 
accordance with the rules on the 
subiect. 

A pass book for a deposit made 
under the Post Office Savings Bank 
Itulcs may be accepted as security, 
lirovideil (hat the depositor has 
signed and deUvered to the Itost 
Master a letter id the prescribed 
form as requiicd by these rules. 

The certificates should be formally 
transferred to the departmental 
authority which takes the deposit 
with the sanction of the Head 
Post-Master and should be 
accepted at their surrender value 
at tho time of tender. 

(1) The deposit leceipt should be 
made out in the name of tho 
pledge' or. if it is made out in the 
name of tbo pledger the bank 
should certify on it that the de- 
poBib can be withdrawn only m 
the demand or with the sanction 
of tiio pledgee- 

(2) The d»-po'itor should in writing 
ondeiiake any risks invohed in 
the inveatm^nt. 

(3) The bank should agne that 
on receiving a signed treasury ohal- 
lau and a withdrawal order from 
the pledge* in respect ef the 
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(li) Tre«uiy Savings Cernfioaic*. 
Na’ional Plan Certifieat^s and 
Nations) I>l&n StMPgi Certi. 
fica es. 


deposit or any part thereof 
it wiM a ome r<Tni' 'he amount 
B'^eeifip J in’o the nearf?' treea tt 
a oiig iri'hthftchalHn and 'oud tlia 
• reasury receipt 'o the pledge 

{^) The rospon-iibii 'y the 
pMgee m connect on !. the 
deposit and t he interest »n it 
rrill . ease when he irs es a final 
tti'hdt awal erdtr to <hc deposit or 
and sends aa intimi lo'i c *tie 
Bank that l^e ha- don" ■>' 

The certificate -ho' Id hi ai ee)i 
te<l ai (heir lurrander vahis 


(ill) Pidelity Vor^sfrom Tn«tiraace 
Companies of reasonable firan* 
eial standiBg forms pr*"crd>Kl 
by Govemmctit (Annezuro A). 

(inii) Other forms of eeoority specifi- 
cally approved by Government 
foraoceptance ia any particular 
department, e.g-, mortgages on 
real property, personal security 
etc. 


A fidel tyhond nay be accepted 
a« 'eeuTjty froin a Governmeni 
servant bot cot from a pri\aie 
party. 

Security in any such form may 
be accepted only in accordance 
mth the rules and conditions laid 
down in the relevant departmo tal 
regulations or by special orders 
of GoTerament 


420. Security furnished in cash by a Government servant 
or a contractor may be converted, at the cost of the depositor, 
into any of the interest-bearing forms of security mentioned in 
items (ii) to (v) of the preceding rule provided — 

(i) that the depositor has expressly requested in writing 

that this be done, and 

(ii) that the acceptance of the new form or forms of security 

is permissible under the rules and under the terms of 
the agreement or bond. 

Notfs. — 1. Cash actually received or recovered may be converted into an 
interest-bearing form of security even when it forms part of a 
deposit which is being paid in instalments and has not jet been 
realised in full. 


2. Percentage deductions made from a contractor’s bills held as 
security for the due fulfilment of a contract should not be con- 
verted into any other form of security unless there is special rule 
or order for such coaversioa. 
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he vacates his post, but security bond should be retained per- 
manently or until it is certain that there is no further necessity 
for keeping it. 

425. Without the special orders of the competent authority 
no security deposit should be repaid or retransferred to the 
depositor, or otherwise disposed of, except in accordance with the 
terms of his security bond or agreement. A departmental 
authority on returning any security to the depositor should 
invariably obtain his acloiowledgement duly signed and witnessed. 
When an interest-bearing security is returned or re-transferred, 
the acknowledgement should set forth full particular of the 
security. 

426. The percentage deductions from bills held as secu- 
rity in connection with contracts lo execute works should not be 
refunded till the final bill has been prepared and passed. 

427. Subject to any special rule or order made by Govern- 
ment in this behalf, Commissioners are authorised to exercise 
full powers under the provisions of rules 416 to 425 as regards 
security deposits of Government officers and others employed 
under them. 

II. — ^Transfer of Government Land and Buildings. 

428. Except as expressly provided otherwise in any rule 
or order made by Government, no land or building belonging to 
Government may be sold or otherwise transferred or made over 
to a local authority, private party or institution for public, 
religious, educational or any other purpose, except with the 
previous sanction of Government. 

Notes: — ]. All land which is the property of Government should ordinarily 
be sold tbroagb the Revenue Depsrtnisut. Lands in Ibe 
possession of departments are for their departmental purposes 
only and when any portion of the land assigned to them ceases 
to be required for those purposes, it should be surrendered to 
the Revenue Department. 

2. Except in cases in which Government have decided to forego 

- ^ land revenue and to sell or part with the land without assessment 

to land revenue, in every case the land to be sold or transferred 
must be assessed to Revenue and the assessment notified to 
intending purchasers etc. 

3. Whenever any Government land or building is sold to a public 
body or a private individual, and the purchaser takes posses- 
sion of the property before the sale pnee is settled and paid, 
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paration of the Provident Fund Schedule (Form^ G A 11 and 
G.A. 287):— 

(1) A complete list of subscribers to each Fund should be 
maintained in each disbursing office m the form of the 
Schedule. 

(2) Each new subscriber should be brought on this list 
and any subsequent changes rcsultmg from his 
transfer or in the rate of subscnption, etc., clearly 
indicated. 

(3) Except where it is otherwise provided in the rules of 
the Fund concerned, changes in the monthly rates of 
subsenplion will be presumably only from the 1st of 
April each year, i.e., with effect from the pay of March 
drawn in April. 

V. — Miscellaneous. 

Destruction of Official Records connected with Account. 

432. The general rules on the subject are contained m 
Appendix XTII. (Special rules applicable to particular depart- 
ments are prescribed in the respective departmental manuals). 

Eliminaticm of Pies from Government Account. 

433. The following transactions of the Government shall 
be taken to the nearest anna, six pies and over being treated as 
one v/hole aima and amounts, less than six pies being omitted: — 

(1) Payments to or recoveries from Government servants 
and pensioners, except as specified below; — 

(i) In the case of emoluments fixed be Statute, the 

payment may be made to the next higher anna. 

(ii) In the case of pics occurring in life insurance 

premia under the Post Office Insurance Scheme, 
and in subscriptions to Service and other Funds, 
which are deducted from pay bills, the total sura 
for twelve months is bound to be an even sum of 
ann as, and every subscriber should be asked to 
pay to the nearest anna eleven months in the 
year, the necessary adjustment being made in 
the last month; thus, a subscriber who has to pay 
Rs. 3-5-7 per month may pay Rs. 3-6-0 per 
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month for eleven months and Rs. 3-1-0 in the 
twelfth month. 

Notes: — 1. Each individual item in a pay and allowance, pension or 
travelling allowance bill should )3e taken to the nearest anna. 

2. As regards recoveries of amounts under objection, when all 
amounts of bills are cakulatal in annas, there cannot be any pies 
in objection books- 

3. In the case of the General Provident Fund, Contributory 
Provident Fund and other Goveniment Provident Funds, 
deductions will be made m whole rupees or even annas, as 
may be required by the rules of the fund concerned. 

(2) Accounts rendered to another Government or by One 

department of the Government to another, unless 
in any case it is not possible to remove the pies from 
the original transactions. 

(3) Amounts converted into Indian currency from sterling 
and other foreign currencies, 

(4) Payments for claims in respect of contingent and other 

charges when claimants have no objection. 

Notes: — 1. Pies in the totals only of the^ claims should be rounded o^ to 
the nearest anna. 

2. Fractions of a pie should neither be received nor paid 

(5) Reserve Bank remittances, deposits, and all receipts 

other than receipts of revenue which are fixed by 
or under any law, or are specially exempted by the 
Government from the operation of this rule. 

Note : — Pies may be accepted for the issuS of Reserve Bank Government 
drafts on account of sums which represent dues by or under 
any law or under any contractual obligation of the Government. 
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ANNEXURE A 
MODEL FIDELITY BOND 
FIDELITY GUARANTEE BOND 


Bond No. Issuntnoo ApefJcy: Rogionr 

Sum Gnaranteed stamp Dats ofExpiry. 

Worth annaa -ISj- Animal premlim. 


\\’HEREAS — (hereinafter called the 

“Servant") is in. or about to be taken into, the employment of the Govern- 
ment of Rajasthan (hereinafter called the "Insured”), in the capacity 

of in the Department and has applied 

to the undermentioned Company, (hereinafter called the “Company"), to 
guarantee his honest and faithful accounting for all mone}'s. stores, stamps or 
any other property received by, or entrusted to him while in the service of tha 
Insured. 

and WHEREAS the sum of Rupees only. ... . 

has been paid to the Company as the premium in coasideralmn for such 

guarantee commencing from the day of and 

terminating on the day of 

Now THEREFORE this agreement witnesses that in Consideration rf 
the premium and during the period commencing and terminating as aforesaid 

and afterwards during each succMding jear from the day of 

each year, in respect of which the Annual Premium as above stated shaB 

before, or on the day of .l>e paid to the 

Company and the Company shall consent to receive the same, the Company 
binds itself to guarantee to the Insured, that the Servant shall, during the 
subsistence of th« agreement, honestly and faithfully account to the Insured 
for all moneys, stores, stamps or any other proper!)' which he shall receive or 
^ entrusted with on account of the Insured, in his capacity as a . 

in the office of the or in his capacity as the holder of anj other 

post under the Insur^ to which he may be transferred from time to time, 
•uid the Company guarantees, to the extent hereinafter mentioned, to 
indemnify the Insured against all loss, injury, or damage in such moneys, 
stores, stamps or other property which the Insured may in any way suffer 
or sustain by any act or acts of default, negligence, oversight, fraud, miscon- 
duct or dishonesty of the Servant committed during the period for which the 
aforesaid Premium has been paid by the Servant. 

PROVIDED that the sum recoverable under this agreement shall i« 
Jio case exceed Rupees • • • only. 

PROVIDED ALSO that the Company reserves the right lo insist 
upon prosecution of the Servant in the event of his dishonesty. 

IN WITNESS WHEREOF, the undermentioned Company by its duly 
constituted Attorney as mentioned below has subscribed its name. 

DATED in the day of . . . 

One Thousand Nine Hundred and Sixty 
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, , CHAPTER XIX 

Governmenl Accounts. 

I— General Principles and Methods of Accounts. 

Form of Accounts. 

434. The accounts of the Goveniinent shaU b'= 
forms as the Comptroller and Auditor General ^ 
with the approval of the President, prescnbe. His dnKtims 
regarding the form in which and the E^tiera p P 
methods according to which accounts should b 
contained in Vol. I of the Account Code rssu^ y a -^ onnt 
roller and Auditor General. Volumes U and HI “f 
Code embody the Comptroller and Auditor he ‘vent 

regarding the form of initial and subsidiary accounts o P 
in treasuries and by officers of Public Works and Depart- 
ments. A brief general summary of the mam P™='P-“ ““ 
methods of accounts is given below for the 
mental officers. This summary dow not m any ^jy replay the 
detailed instructions contained in the Codes, referred to abov 
which should be referred to freely in all cases of doubt or where 
elucidation is necessary. 

Main Division of Accounts. 

435. The four main divisions of Government accounts 
are: — 

(1) Revenue, 

(2) Capital. { 

(3) Debt. 

(4) Remittance. 

The first division deals with the proceeds of taxation md 
other receipts classed as revenue and the expenditure therefrom 
The second division deals wdlh expenditure met umally from 
borrowed funds, such expenditure bemg incurred with the obj 
either of increasing concrete assets of a matenal character or o 
reducing recurring liabilities such ^ as tho^ for future 
pensions by payment of the capitalised value, and als 
final receipts of a Capital nature mtendeci to 
applied as a set-off to Capital expenditure. The third 
division comprises receipts and payments in respect ot 
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which Government becomes liable to repay the moneys received 
or has a claim to recover the amounts paid together with repay- 
ment of the former and the recoveries of the latter. The fourth 
division shall embrace all merely adjusting heads, under which 
shall appear remittances of cash between treasuries, remittances 
by bills and remittance transfer receipts as well as items in transit 
between different branches of the accounts department. The 
initial debits or credits to the heads in this Division will be 
cleared eventually by corresponding receipts or payments either 
within the same circle of account or in another account circle, 

436. Inside each of the four divisions referred to in the 
preceding rule tlie transactions are grouped into sections 
which are further sub-divided into Major Heads of Account. 
The Sections are distinguished by letters of the alphabet, a 
double letter denoting the Capital portion of the particular set 
of transactions. The Major Heads in the Revenue and Capital 
divisions are numbered serially, Roman numerals being employ- 
ed on the receipt side, and Arabic on the disbursement side. 

Major, Minor and Detailed heads. 

AVI. The main unit of classification in’ the accounts is the 
major head which is divided into minor heads each of which, if 
necessary, have a number of subordinate heads generally known 
^ detailed heads. In some cases, minor heads are divided 
into sub-heads which again are divided into detailed heads. 
The detailed classification of account heads used in Government 
accounts shall be such as is given in the List of Major and 
Minor Heads of Account of Central and State Receipts and 
Disbursements issued by the Comptroller and Auditor General. 

In all accounts, the major and minor heads shall be 
arranged in the exact order shown in the List of Major and 
Minor Heads of Account, ^ 

In respect of ' all account heads the prescribed classifi- 
cation should be followed strictly, exact uniformity being 
essential even in regard to nomenclature. 

438. The introduction of any new major or minor head 
as well as the abolition or change of nomenclature of any of the 
existing heads shall require the approval of the Comptroller and 
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Auditor General who will obtain the approval of the President, 
where necessary. The Accountant Genera! has. ho\\ ever been 
given direction to open the prescribed detailed heads and, when 
necessary, to open a new one if a prescribed' head is not suitable 
subject to the restriction that the detailed heads are not multi- 
plied unnecessarily and that only such heads are opened in the 
accounts as are really essential. The following principles are 
observed in this connection:— 

(a) A head which is definitely prescribed m the List of 

Major and' Minor Heads of Account or any other 
list approved by the Comptroller and Aud.tor 
General as being subordinate to one minor head 
should not be placed under another. 

(b) If a new head is opened for transactions formerly 
merged in another bead, the new head should' be 
placed next after the latter when new forms are 
printed, if it is not possible to do so earlier 

— ^The detailed heads subordmaie to a minor iiead of expendi’ure should 
be so arranged in accounts ns lo exhibit <.eparaieb the expenditure 
under each unit of appropriation as prescnbal from time to time 
by Gosemment. 

Cfassificarion of Expenditure as “Charged" r“A/on-voret/’'J 
or as “Voted". 

439. Expenditure, which under the provisions of the Cons- 
titution is subject to the vole of the Legislature, shall be shown 
m the accounts separately from expenditure which is “Charged” 
cn the revenues of the Central or State Governments. The 
expression “Charged” {“non-voted”) or “Voted” shall be 
appended to the heads concerned to distinguish the two cate- 
gories of expenditure* 

Responsibility of Departmental Officers. 

440. Every officer responsible for the collection of Govern- 
ment dues or expenditure of Government money should see 
tnat proper accounts are maintained in such form as may have 
been presenbed for all financial transactions of Government 
' ith which he is concerned and render accurately and promptly 
all such accounts and returns regulating to them as may be 
required by Government, the Accountant General or the 
controlling authority concerned. It is essential that all account-? 
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should be so kept and the details so fully recorded and that 
the initial record of payments, measuren'ent and transactions 
general are so clear, explicit and self-contained as to be 
produceable where necessary as satisfactory and convincing 
evidence of facts. 

Notes - — 1 The classification on bills should be recorded by the drawing 
ofFicer. Simitarly, Ibe classification on challans should be recorded 
by the officers responsible for the collection of Government dues 
and making the remittance to the treasuries. In cases of doubt, 
the classification in the accounts may at the outset follow the 
budget, but the matter should be referred to Government for 
orders in any case ol doubt. 

2. The responsibilities of disbursing officers, controlling officers and 
heads of departments in regard to the control over expenditure 
incurred against the grants allotted to them are laid down in 
paras 59 et sey. 

Instructions. 

, (1) Claims relating to the Central Government and thc'C relating to 

the Rajasthan Government should be drawn on separate bills. If a Central 
form IS not available a State form may be used, but the word "Central” should 
be conspicuously super-imposed in red ink. 

(21 Whether the claim is a voted or non-voted charge should be 
prominently indicated 

(3) The classification recorded on a bill should be complete and 
strictly in accordance with the heads prescribed in the Budget It should 
show m complete detail the major head, minor head, sub-head and the 
detailed head of account To ensure uniformity of classification and to 
avoid anv ambiguity, a suitable number of rubber stamps showing the major 
and minoi head of account should be supplied by each head of office to his 
subordinate drawing officer. 

(4) The correct form of bill for each class of claim should be used 

(5) The nature of recoveries from the pay and allowances of 
Government servants ^ould be clearly indicated and the recoveries under 
each head should be supported by a separate schedule showing full particulais 
of each recovery. 

(6) Where a debit for a payment made or a credit for a recovery 
made is to he passed oo to an officer other titan the Accountant Generai, 
Rajasthan, the designation of the adjusting Accounts Officer should be 
marked in red ink at the top of the bill and the schedule concerned 

Capital and Revenue Accounts. 

General Rules. 

441. Expenditure of capital nature is broadly defined as 
expenditure incurred’ with the object of either increasing concrete 
assets of a material and permanent character, or of extinguishing 
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or reducing recurring liabilities, such as those for future pensions 
by payment of commuted value. Expenditure on a temporary 
asset cannot ordinarily be considered as expenditure of a capital 
nature, 

442, Expenditure of a capital nature as defined above, 
incurred upon a scheme or project may not, however, be classed 
as capital expenditure in the Government accounts unless the 
classification has been expressly authorised by general or special 
orders of Government. Ordinarily, such classification will not 
be permitted unless — 

(i) it is essential for the exhibition of financial results of 

any special service or undertaking on the basis of 
generally accepted commercial pnnciples, or in some 
other conventional manner, either that the cost of the 
service or undertaking may be ascertained or that the 
full implications of any policy may be clearly 
demonstrated; or 

(ii) the expenditure involved is so large that it cannot 

reasonably be met from ordmary revenues. 

— The term “ordinary revenues” is applied lo revenuei derived from 
taxes, duties, fees, fines and similar items of curre.ii Government 
income including extraordinary receipts, if an>. as distinct from 
receipts that are of a capital, or debt, deposits and baii>.mg charatier. 

443. When it has been decided by Government that the 
expenditure on a scheme for the creation of a new or additional 
asset should' be classed as capital expenditure and that separate 
capital and revenue accounts should be kept of such a scheme, 
the allocation of expenditure to capital andTevenue should be 
determined in accordance vvjib such detailed rules as may be 
prescribed by Government according to the circumstances of 
the department or undertaking in which the e.xpenditure is 
incurred. The following are the mam principles applicable to the 
treatment of the expenditure in the estimates and accounts: — 

(i) Capital bears all charges for the first construction and 
equipment of a project as well as charges for mter- 
mediate maintenance of the work while not yet opened 
for service and bears also charges for such further 
additions and improvements as may be sanctioned 
under rules made by competent authority. 
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(ii) Subject to clause (iii) revenue should bear all subse- 
quent charges for maintenance and all working 
expenses. These embrace all expenditure on the 
working and upkeep of the project and also on such 
renewals and replacements and such additions, 
improvements and extensions as under rules made 
by Governir ent are debitable to the revenue account. 

(iii) In the case of worl« of renewal and replacement, 
which partake both of a capital and revenue nature, 
the allocation of expenditure should be regulated 
by the broad principle that Revenue should- pay 
or provide a fund for the adequate replacement of 
all wastage or depreciation of property originally 
provided out of capital grants and that only the cost 
of genuine improvements, whether determined by 

• prescribed rules or formulae, or under special 

orders of Government, may be debited to Capital. 

, Where under special orders of Government a 

Depreciation or Renewals Reserve Fund is estab- 
lished for renewing assets of any commercial 
department or undertaking the distribution of 
expenditure on renewals and replacements between 
Capital and the Fund should be so regulated as to 
guard against over capitalisation on the one hand 
and excessive withdrawals from the Fund on the 
other. Expenditure on account of reparation of 
damage caused by extraordinary calamities, such 
as flood, fire, earthquake, enemy action, etc , should 
be charged to Capital or to Revenue, or divided 
between them in such way as may be determined 
by Government according to the circumstances of 
each case. 

(iv) Capital receipts in so far as the relate to expendi- 
ture previously debited to Capital, accruing during 
the (frocess of constracitaa of a project should be 
utilised m reduction of capital e.xpenditure. There- 
after their treatment in the accounts will depend 
on circumstances, but except under special rule or 
order of Government, they should never be credited 
to the ordinary revenue account or the department 
or undertaking. 

444 Expenditure debitable to Capital will be booked 
under tlie appropriate capital head of accounts prescribed 
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within or outside the revenue account, according as the funds 
required to meet such expenditure are provided from ordinary 
revenues or from other sources including borrowed money. 
As a general rule, the capital cost of all comparatively small 
scherres will be met from ordinary revenues. Borrowed 
money and other resources outside the revenue account will 
not ordinarily be spent for unproductive purposes unless the 
following conditions are fulfilled; — 

(i) the objects for which the money js wanted are so 
urgent and vital that the expenditure can be neither 
avoided, postponed nor distributed over a series of 
years; 

Hi) the amount is too great to be met from ordinary 
revenues. 

Except under special orders of Government, no expendi- 
ture previously met from ordinary revenue may be transferred 
to a capital head outside the revenue account. 

No!e:-~A productb’e work k one which produces sufficient revenue to afford 
a surplus over the charges relevant to its functioning 

Interest on Capital. 

445. Except in special cases regulated by special orders 
of Government, interest at 4^ should be charged in the account 
of all commercial departments or undertakings for which 
separate capital and revenue accounts are maintained within 
the Government accounts. The charge should be calculated 
on the direct capital outlay to end of the previous year plus half 
the outlay of the year itself, irrespective of whether such outlay 
has been met from ordinary revenues or from other sources. 

(i) For capital outlay met out of specific loans raised 
by Government, at such rate of interest as may be 
prescribed by Government, having regard to the 
rate of interest actually paid on such loans and the 
incidental charges incuired in raising and managing 
them. 

Note - — By specific loans are meant loans that are raised in the open market 
for ore specific purpose which is clearly specified in the prospectus 
and in regard to which definite intimation is given at the time of 
, the raising of the Joans that for the purpose of accounts they are to 
he regarded as spedfic loans. 




Rules 


218 


Chapter XIS 


(ii> For capital outlay provided otbenWse at tbe 
a\erace rate of interest to be determined each year 
by the Comptroller and Auditor General wth the 
approval of Go\emment. 

<146. WTien under any special order of Government, 
charges for interest during the process of construction of a 
project are temporarily met from capital, the ^^Titjng back of 
capitalised interest should from the first charge on any capital 
receipts or surplus revenue derivet} from the project wher 
opened for working. 

Classification of transactions in Accoums. 

General Umitations. 

447. The GoN’ernment after consulting the Comptroller 
and Auditor General, has the power to issue any general or 
special orders as to the head of account under which any 
specified transaction or transactions of any specified class is 
or are to be included. All rules of classification laid down in 
this section shall not only be subject to the obsen-ance of this 
condition but shall also be subject to the directions regarding 
in*er*depaTtmenial transfers contained in Section IIT and to any 
other rules or orders which ha\*e been or may be issued to 
regulate adjustments between Gowmments. Rules regulating 
adjustment between Governments of certain important cate- 
gories of charges and receipts U’hicb ma\' be accepted by all 
Governments will be issued separately. 

A\Tienc%er pronsion made tn the estinales of receipts and tvpcndlture 
framed bj Govemmenl or in aoy order of appropriation does net 
conform to tbe rcoezni^ rules of classification pre'cribed in this 
chapter, the corrKpcadtDg receipt or npeaditure shou’d be biouchl 
to account ajrainst the particular major or minor head or other unit 
of aoprepnation under which the prosisioa is made unless there 
be strong reasons for a contrary course, as for instance, when such 
accounting would be contrary to hw. Government should, how- 
ever. he advised to rectify the error in the estimates of the 
following >ear unless it acrees to give effect to the correct ebssif- 
cation in the accoun’s of the current vear in view of subvtanlial 
amount i,nvolved or where the misclassification affects the accounts 
of cx^mmercial departments or allocttioa between Capital and 
Revenue heads 

General Principile of Classification. 

448. As a general rule, the classification of transactions 
m Government accounts shall haw closer reference to the 
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department in which the Teven. ^ or expenditure occurs, than 
to the object of the revenue or exj^nditure or the grounds upon 
which it is sanctioned. For example expenditure in the Public 
Works Department on buildings which are under its administra- 
tive control, but which are required by a non-commercial 
department, shall be debited in the Public Works Accounts and 
not passed on for adjustment against the department benefited 
by the expenditure. 

Imporiant General orders governing classification 

Pay and allowances (other than Travelling Allowancesf 
of Government servants. 

449. The classification of pay and allowances other than 
travelling allowances of Government ser>’ants shall be governed 
by the following rules;— 

(1) The whole pay and allowances of a Government 
servant holding a post subsvuouvely or in an officiat- 
ing capacity should be take- against the department 
and the post in which he b dclually serving. 

(2) When a Government servant whose main duties and 
post fall under one head of charges is entrusted 
with additional or subsidiary duties coming under 
another bead, no portion of his pay and allowances 
shall be debited to the latter head. This rule shall 
not apply to separate fixed allowances for additional 
duties, nor shall it apply to cases governed by special 
directions issued by Government. 

(3) The transit pay and allowances of a Government 
servant proceeding to join an office whether on first 
appointment, or on transfer, either permanently or 
as a temporary measure, or on reversion from* one 
department to another, should, in the absence of 
sp^al orders to the contrary, be debited to the 
office to which be is proceeding. 

Travelling Allowance. 

450. The travelling allowance of a Government servant 
shall be classified in the accounts in accordance with the 
following rules: — 

Save as provided below and subject also to the directions 
giN-ea by the Comptroller and Auditor General to 
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regulate adjustment between different departrrents of 
Government, the travellmg allowance of a Govern- 
ment servant on whatever duty he may be employed 
shall be debited to the same head as his pay. 

In the following cases, the travelling allowance of a 
Government servant may be debited to a head 
different from that to which his pay is debited — 

(1) in cases where a Goveninient servant is required to 
travel on duty connected with an outside body or 
fund; 

(2) when Government considers it necessary to show 
separately the cost of a special Service; and 

(3) in cases covered by general or special orders of 
Government authorising a deviation from the general 
rule. 

Expenditure on C/w/ Works. 

451. Outlay on buildings and other works shall be debited 
in the accounts as expenditure of the Public Works Department 
if the administrative control of the works is vested in officers 
of the Public Works Department and as expenditure of the 
civil department concerned if the administrative control of 
the works is transferred by a general or special order of 
Government from the Public Works Department to the depart- 
ment using or requiring them. The term,' “administrative 
control” when applied to Civil Works implies inter alia the 
assumption of full responsibility for construction, up-kcep and 
maintenance of buildings and other works and the provision 
of funds for the execution of these functions. This responsi- 
bility is not diminished if the execution of the work is entrusted 
to a different agency. The agency by which the work is 
executed shall not be the deddmg factor in determining the 
question of classification. 

Note : — Where for administrative or economic reasons the maintenance of 
&ny State building in charge of ihc Pubhe Works Department is 
entrusted to any other civil department, original works and spedat 
and ordinary repairs costing Rs. 500 or less, in respect ol suth 
buildings may be carried out by the head of the department con- 
cerned m accordance with such special instructions as may be 
issued to him the Public WorM Department. Provbion for 
expenditure on such works should be made in the Budget for 
“50-Qvil Works” under a spcdal sub-head '‘Petty construction and 
repairs by Civil Departments’* sub-divided into two secondary 
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units (I) works and (ii) repairs, frcaa which alloteeni wiil be made 
by the Public Works D^aitment to heads of civd depart^Je^t^ 
carrying_ out the works and while full budgetarv nd (,nancia' 
control in respect of such works will remain with the Public Workb 
Department, the charges incurred by the civil dcpartmenb ma> be 
drawn under the rules and procedure governing conungert 
expenditure. 

Contributions made by or to Government. 

452. (a) Contributions made by the Governments to 
District Boards, Municipalities, etc., or vice versa shall be 
debited as expenditure or shown as receipts (as the case may 
be) under the head of account most closely connected with the 
object for wWch the contributions arc made. Thus, a grant 
for the construction of a school shall be debited to “37- 
Education”; a grant for the construction of a drainage system 
to “39-PubUc Health” and a grant for the construction of 
roads to “50-Civil Works”; while a grant given for general 
pulses, such as a grant to make good a deficit or as compen- 
sation _ for revenue resumed, snail be classified under 
"57-MisceUaneous”. 

1. If the financial assistance given by the Union or a 
State Government to a local body does not take the 
form of a grant of cash, but of expenditure in the 
Public Works Department equivalent to the whole 
or d part of the cost of a work constructed by that 
department on behalf of the local body concerned, 
the contribution thus made should be debited as 
expenditure under the minor head ‘Grant-m-aid’ of 
the Public Works Major Head concerned, irrespec- 
tive of the object of the assistance. 

2. A contribution paid by a local body with the express 
object of meeting the whole or a part of the cost 
of construction, by the Public Works Department, 
of a specific work which is eventually to be pro- 
perty of Government, should be credited in the 
Public Works accounts to the Debt head “Public 
Works Deposits”. The contribution should, for 
accounts purposes, be divided into two parts, the 
one representing a share of works expenditure and 
the other the usual percentages on that share to cover 
charges for Public Works establishment and tools 
and plant; and the expenditure as actually incim'cd, 
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together with the percentages, should be debited 
against it. 

(b) A grant which the State Government may iraVe to 
the Central Government under this Section need not invariably 
take the form of a grant-in-aid. It would be open to the State 
Government to incur by agreement with the Central Govern- 
ment direct expenditure on a Central Subject and such expendi- 
ture should be recorded in the accounts as State expenditure 
under the appropriate head of account concerned. For example, 
if the State Government by agreement with the Central Govern- 
ment incur direct expenditure on Ancient and Historical 
Monuments, a Central subject, such expenditure if incurred in 
the Public Works Department should be recorded under the 
minor head “Civil Works” subordinate to the head “50-Civil 
Works-Original Works-BuUdings” 

Refunds of Revenue 

453. Refunds of revenue shall, as a general role, be taken 
in reduction of the revenue receipts under the major head 
concerned. 

Classification of transactions under "Advances 
Repayable". 

454. Moneys advanced for miscellaneous purposes under 
special authority and recoverable in cash and sums overpaid on 
vouchers other than those for service payments shall be adjusted 
under the head “Advances Repayable”. Payrrents made on 
account of Government expenditure should not be held under 
“Advances Repayable” on the ground that further proceedings 
in audit are necessary for their final admission. This head shall 

\ cover Items which are from their inception debts due to Govern- 
ment recoverable either in cash or by deduction from pay and 
allowances. Pay and allowances of any kind in respect of an 
assignable period paid before they are due shall be debited to 
the same head as when paid after they are due, but advances of 
pay and travelling allowance made to a Government servant 
under orders of transfer may be debited to “Advances Repayable” 
or if the Government servant is transferrwl to another account 
circle should be passed on to the latter circle for adjustment. 
Advances for compensation for land may be debited to 
“Advances Repayable” and retained under that head until receipt 
of proper payment vouchers when the amounts should be 
transferred to the debit of the department concerned, 
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Advances for law suits shall be finally debited agatnst the 
department concerned. Refunds of amounts re-raining unspent 
out cf these advances shall be dealt wuh as cash rccoverjes of 
service payments. 

IVote: — Jf a recovery relating to an over payment of the n rrcni vear be 
made by a short pajtnent <rf an item chargeable to the ‘amc detailed 
head, no separate adjvistmeat shall be neccs»aiv Uut sneh 
recoveries, if they are made in cash or by short pavnient of ncm 
not chargeable to the same detailed heads as were previoesl) over 
charged, as well as recoveries relating to over poymcnis of a 
previous year, whatever ibe mode of recoverv, sbafl be trcdiied m the 
first instance to the suspense head “Recoveries of Service p.iymcniv” 
and appear under that head in the Oas‘"ifierl Ab<;trac( Tbic 
suspense head shall then be cleared by a transfer eatr; in the 
following manner: — 

fa) by deductions from the correni year's ebarre uj’der the 
detailed head previously over-charecd, if the rernsenev 
relate to over {wymems of the cvrrcni year. 

fb) by credit to the departmental receipt head tonct’ .d <0 

receipts of the Department or, in the ca'e «/ dept'rtrtients 
not having a corresponding receipt head to ’t'c maj' r head 
“XL VI— Miscellaneous” if the rccovcncs tr> r.vcr 

payments of a previous year 

There shall be only one transfer entry each monih for .n'ji’simg 
the recoveries of each department 

Classification of tranraction under 'Suspense'. 

455. Items of receipts and payments whtch cannot at once 
be taken to a final bead of receipt or charge ov/mg to lack of 
information as to their nature or for any other reason may be 
held temporarily under Ibe bead “Suspense Account” in the 
Deposit Section of the accounts. A service receipt of which full 
particulars are not given must not be taken to the head 
“Sdspense Account* but should be csedhed fo Jbe moor head 
“^liscellaneous” under the revenue head to which it appears to 
belong pending eventual transfer to the credit of the proper head 
on receipt of detailed particulars. Tlie charges under the head. 
‘Su:,pense Account’ \vill consist also of items for which full 
particulars have not been given which will enable the Audit 
Office properly to classify them. 

yofe . — No sum shall ordiaariJy re credired to Gcverrirncnl by 
debit to a suspease head, cnedif must fcJIcw ar„f net precede 
actual rcalisatjoB 
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Important special orders governing the classification of certain 
individual transactions. 

Cost of acquisition of land. 

456. The cost of land taken up by acquisition shall be 
debited to the department for which it is acquired. 

Sale proceeds of Government land and buildings. 

457. The classification of the sale-proceeds of Government 
land and buildings shall be regulated in accordance with the 
schedules given below: — 

I— SCHEDULE 
Sale pfoe^edi of lani fte. 


^ When I he 4.o%t of 'he 
’ orig ral'y deli'cd lo, orro- 
xnMnnftt the deMt of, the 
Capi' a! account of any pro- 
or undiftalilnj for a Kith 
regi'ar Capita, andlteTeDOa 
a-3 ounti H*-e keptorwaa orf* 
glna'Iy met from »h© revenue 
a<'‘'otmt of auch pi eject or 
und.TtJc rg, 

(ii) WheT ih' coat waa or»g naVy 
d bi‘'d'oaCApitale*pend- 
turehead ou‘«id“ the IteTenne 
A-toav. even though bo n>. 
gu'ar Capital and ReTcnao 
a^couti* 8 are tept Tot the r\ork 
covere', by the Capital 
expenditure. 

(u'») When the cost xras originally 
d,'bited, within the Revenue 
Section of the acoountr to any 
Service or Revenue depart- 
ment for which no Capitol and 
Revenue accounts are kept. 

(I'r) When the cost was not so 
debited — 


Beads <o which cred table. 


The Capital or Revenue account of 
the project, os the case may bs, 
accoid ng to the allocation ru*ea 
applicshlo to the Department 
ctncenied. 


TheCapi'al expenditure head ori* 
gioaVy debited. 


The receipt head relating to the 
department concerned, or, in the 
case of departments not having a 
coireKponding receipt head, 
“XLVI — ^Mlsoellaneous — SliBcella- 
neons”. 


(o) the rights of — Oorermnent vil — ^Land Revenue, 

in agricultural land not eo 
covered by clause (b); 

(t) yaiul lands in the United XLVI — Miscellaneous — Sales of land 

Provinces, the Punjab and houses etc. 
and the Centra! Provin- 
ces and Berar or 
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HcAds to which creditable. 


•Isewherp and lands in the 
Punjab equipped at the 
cost of proTinoial reve 
nues for re sale for build 
mg purposes j 

(cj ail other items XIA*I — Miseellsneous — SXisoeiia 

neoua 

ii^CHEDULE 

Salt prjcuds of b'j,iL } ng» tncludinqihe ana — oecu^ttd by or 

au.is»»«'yloo ) 

Heads to winch creditabis 


(t) When the cost of building was 
origizialJy debited to, or 
retuaias at the debit ot the 
Capital Account of a Project 
or undertaking for which re 
gnlar Capital and Revenue 
Aceounts are kept ct was ori- 
ginallj met from the ReTenue 
accounts of such proiect or 
osdertakmg. 

(I'i) When the cost of th^ building 
was originaUrdehited to a Ca- 
pital expenditure head out- 
side the Berenue Aecount, 
erea though no regular Capi- 
tal and Revenue Accounts are 
kept for the work covered by 
the Capital expenditure 
(«tt) When the tale affect* irrisatioo, 
navigation, embankment and 
drainage worki for which 
Capital aceounts are not kept, 
(iv) IVhm the sale la of buildings, 
the coit of which was origi- 
naUydebited, within the reve- 
nue section of the accounts, to 
any service or revenue depart- 
ment for which no capital and 
revenue account* are kept 
(ti) Insll other cases: — 

(*) if *old in the Public Works 
Department. 

(t») if told in the Defence 
Department. 

(*i*) if sold by Civil agency. 


The Capital or Revenue account of 
the projeot, a« the case may be, 
according to the allocation rules 
applicable to tb* Department 
concerned. 


The Capital expenditiir* head orig' 
naUy debited. 


XVIII — Imgation, Navigation, 

Embankment and Drainage Work 
for which no Capital Aceounti are 
kept. 

The receipt head relstmg to the 
department concerned, or, in the 
case of departments not having a 
eorreepondmg receipt head, 
XLVl — ^Jliicellaaeous— MiscelUne 
oua. 


XXXIX— Civil Works 

XliTII— Defence Receipts effective. 

XLVl — Miscellaneous— Sale* otland 
and houses, etc. 
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Municipal rates and taxes. 

458. Municipal rates and taxes on Government buildings 
shall be adjusted, as follows: — 

(a) As a general rule, municipal rates and taxes on a non* 

residential building paid by, or passed on to, a 
department occupying the whole or part of the 
building, shall be debited to the contingencies of the 
Department concerned. Where, however, the whole 
or part of the tax is paid by the Public Works 
Department or by a Civil Department as the 
department in administrative control of the building, 
the payments may be debited to the maintenance 
estimate of the building concerned. 

(b) Taxes on non-residential buildings occupied by depart- 

ments, if paid by a department nominated! by 
Government in this behalf and not passed on to the 
occupying departments, shall be debited to 
“57— Miscellaneous— Rents, Rates and Taxes”. 

(c) Taxes on residential buildings, if payable by Govern- 

ment, whether the buildings are under the admin is- 
trative control of the Public Works Department or 
an^ other Civil department, shall be debited to the 
maintenance estimates of the buildings concerned. 

‘Nolt . — In cases where the whole or any portion of the taxes which by local 
rule or custom are ordinarily leviable from the tenant, is paid by 
a department other than the department in admmistrative control of 
the building, the charge may be treated as contingent expenditure of 
the paying department. 

(d) Taxes both on residential and non-residential buil- 
dmgs owned or occupied by the Defence Department 
shall be debited to Defence Services estimates. 

General Methods of Accoimting. 

Accountms for transactions pertaining to more than one 
rruzjor head of account. 

459. For the sake of convenience or for other special 
reasons, receipts or charges pertaining to more than one head 
of account may be book^ in the first instance under one of the 
heads concemec^ but the portion creditable or debitable to other 
head or heads involved should be transferred from the former 
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head to the latter before the accounts of the year are closed. A 
few cases in which this procedure is authorised arc cited below — 

(1) Where the charges for the supply of water from 
Irrigation canals are consolidated ivith the Land 
Revenue demand the consolidated rates are in the first 
instance credited to the head “Land Revenue” and 
an approximate amount calculated as the share due 
to Irrigation is transitrred to Irrigation Revenue head. 

(2) Chargds for collection of corporation tax are accounted 
' for under the head ‘‘4-Taxes on Income other than 

Corporation Tax” in the first instance, the amounts 
dttbitable to the head “3-Coiporation Tax” being 
transferred later from the former head to the latter. 

(3) Interest paid by Government on loans is taken initially 
under the head “22-Intcrest on Debt and Other 
Obligations” and necessary transfers from this head 
are made subsequently in respect of amounts debitable 
to Commeraal Departments. 

(4) The Establishment and Tools and Plant charges of 
Public Works Divisions are in the first place booked 
under a single major bead subject to final apportion- 
ment among the several major heads concerned. 

Record of Capital expenditure in accounts. 

460. The following pnnciplcs shall govern the record of 
Capital expenditure in the accounts; — 

(1) Save as provided othervdse, all expenditure of a 
Capital nature incurred in a Commercial Depart- 
ment or in connection with commercial under- 
takings for which regular Capital and Revenue 
accounts are kept shall be debited in the first 
instance to a capital head outside the Revenue 
Account. So much of this expenditure as Govern- 
ment may decide to finance out of revenue sources 
shall be transferred to a corresponding capital head 
the Revenue Account. 

A’ofe.— Capital expenditure financed^ from ordinary revenues may be debited 
djreci to a capital head «ithm the Revenue Account if so desired 
by Government, pro^dded that the expenditure is recorded iij 
sutneient detail under the capital major head v.ithin the Rc\cnue 
Account, so that it may be combined unth the expenditure brought to 
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accouat under the capital toajoi Iwad outside the Revenue Account in 
order to show the total capital outlay m one place in the administra- 
tive or pro forma accounts maintained for the purpose. In the 
absence of an appropriate capital major head ttithin the Reicnue 
Account such capital expenditure shall be taken directly to a 
distinct sub-head with separate detailed beads to be opened for the 
purpose under the relevant Revenue Major head concerned. 

(2) In the case of other departments, expenditure of a 
capital nature on a project which Government may 
decide to finance from borrowings or from non- 
revenue sources shall be debited initially and finally 
to a capital head outside the Revenue Account while 
similar expenditure on all other projects shall be 
taken direct to the appropriate head within the 
Revenue Account. No question of transferring any 
portion of the expenditure initially recorded out- 
lide the Revenue Account to the Revenue Account 
thould arise in these cases unless Government decide 
to write the expenditure back to Revenue over a 
period of years. If this process takes the form of 
amortisation of loans taken for the expenditure, the 
annual Sinking Funti payments shall be debited to 
the appropriate Revenue head of account concerned. 

Rectification of Mixlassifications. 

461. The procedure to be followed in rectifying mis- 
claisiflcations in accounts shall be as prescribed below: — 

(a) If an item which properly belongs to a Revenue or 
Expenditure head is wTongly classified under 
another Revenue or Expenditure head in the 
accounts of the same Government, the enox may 
be corrected’ at any time before the accounts of the 
year are closed, in the manner directed in Note 3 
below but after the accounts are closed no correction 
is admissible, it being sufficient to make a suitable 
note of the error against the original entry. If, 
however, the error ziffccls the receipts and dis- 
bursements of another Government or the transac- 
tions of a Commercial Department it should be 
corrected by transfer in all cases as soon as the 
error is discovered. The procedure to be observed 
for the correction of errors in the accounts of works 
in the Public Works Department shall be as laid 
down separately in P.W. Manuals. 
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0)) Aji error which affects a debt, 0eposit or remittance 
bead must be corrected by transfer, however old and 
ho’vever small it may be. If the accounts of the vear 
in which the error took place arc not closed, the 
correction should be made by the removal of the item 
from the head under which it was wrongly taken 
to that to which it properly belongs. If the accounts 
of the year in which the error took p1ac« are closed, 
then the following procedure should be followed in 
the cases referred to. 

(1) an item taken to one debt, deposit or remit- 
tance head instead of another — the correction 
should be made by transfer from the one to 
the other; 

(2) an item credited to a debt, deposit or remittance 
head instead of to a revenue head, or debited to 
a debt, dejwsil or remittance head instead of to 
an expenditure hcad—the correction should be 
made by transfer to the head under which it 

• should originally have appeared; 

(3) an item credited to a revenue head instead of to 

a debt, deposit or remittance head-— -correction 
should be made by debiting refunds and crediting 
the proper head; 

(4) an Item debited to an c.xpenHiture head instead of 
to a debt, deposit or remittance head — correction 
should be made by debiting the proper head and 
crediting “Recoveries of Service Payments”. 

After the accounts of the year arc closed, corrections or transfer? 
t affecting capital major heads, unless they affect the accounts 
ot different Governmenls. sRouJd usually be affected m’thout 
financial adjustment by alteration of progressive figures, without 
passing the debit and credit entries through the accounts of the 
year’s financial transactions Tbis would prevent unnecessary 
inlTatioo of the current year’s accounts and the voting of 
grants of doubtful propriety which the inclusion of the correct- 
ing entries in the current accounts would otherwise involve 

2 Errors in the accounts of Kvisiotial Officers of the Public 
Works Department shall be governed by the rule in P.W 
Manuals. 

3. When errors arc discovered in the same year, involving a 
correction by transfer of amounts from one minor head to 
another under the same major head, or from one major head 
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lo another, the necessary corrections should be made by a 
formal transfer entry. But if the amount involved docs not 
exceed ten rupees end effects only'Revcnuc or ^penditurc 
heads affecting the same Government, no formal transfer is 
necessary, and it should be sufficient simply to make e note of 
the error against the oti^na! entry. 

Writes oiJ from balanced heads to Government. 

462. Ordinarily all amounts due to Government which 
are found' to be irrecoverable shall be written off from the debt 
head of account concerned to an expenditure head as a loss to 
Government. Similarly, any amount due by Government 
remaining unclaimed for such time as may be prescribed by 
Government may be credited as revenue of the Government 
concerned by debit to the Debt or Deposit head concerned. 
No amounts should be written off to “Government Account” 
under “S. Deposits and Advances Part V — Miscellaneous” from 
a head of account which closes to balance in the Government 
account without a specific order of the Comptroller and Auditor 
General and then only on the ground that the error is one of 
book-keeping only. 

Accounts to work from balance to balance. 

463. The accounts of Govemmenl shall wc'k from balance 
to balance. The closing balance shown in the accounts of each 
month shall \/ork up to the general cash ba'ances of each 
Government held in its treasuries (including remittances in 
transit) and by the Banks entrusted with treasury business at the 
end of that month. 

Accounting for recoveries of over-payment. 

464. Recoveries of over-payments shall be adjusted in the 
accounts in accordance with the procedure set out in Note below 
Rule 454. 


Accounts of Commercial undertakings. 

465. Where any undertakings of Government are conducted 
on commercial lines the essential formalities of commercial 
accounts shoula, if Government so desires, be strictly observed. 
In such cases, separate commercial accounts of the imdcrtakings 
shall be kept outside the regular Government account. Gross 
receipts and expenditure of Commercial undertakings shall be 
accounted for under the appropriate major and min or heaefe in 
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the same vray as ordinary receipts and expend: of Govern- 

ment. The heads of accounis ihould, as far as possible, be 
common to the Government a^comits and the Cr-ieral Ledger 
mamtained at the undertaling and should be t-lececi s.iih due 
regard to the prmciples of Govcminental and commercial 
accountmg so that the monthly classified account of mcome and 
expenditure of the undertakings n ay be prepared rcadili from 
the General Ledger mamtained at the undertaking. 

Working Expenses o 1 Conwiercial Departments 

■466. As a general ru’e all expenditure perm aing to a 
department should be recorded on the expenditure side of the 
account. In the ca.se of recogn'sed commercial departments, 
however, it is permissible to take “Working Expense” on the 
receipt side as deduction from gross receipts 

Transactions with other Goverwnents and Account Circles. 

467, The methods by which transactions betNxeen different 
account circles as well as between different Go%ernments mclud- 
ing foreign Governments are settled shall be as desenbed m the 
rele\'ant Chapters of Volume IV of the Account Code issued by 
the Comptroller and Auditor General of India. 

n. — Directions regulatmg the exhibition of losses m 
Government Accounts. 

Introductory. 

The Directions in this section shall regulate the exhibition 
and adjustment of losses in Government Accounts. 

Receipts. 

468. (1) If a claim be relinquished, the value of the claim 
shall not be' recorded on the expenditure side as a specific loss. 

(2) If money due to Government has actually reached a 
Government servant and is then embezzled, stolen or lost, even 
though it may not have reached the treasury and thus have passed 
Into the Public Account, it should be brought into the Public 
Account as a receipt and then shown in the expenditure side by 
record under a separate head as a loss. 

Notts—]. The term "Goverameat senant” used in clamc (2j of this Ruis 
inclodes pereons who. though not technica!l> boms on a 
-regular Govemoent olafcL^hiasflt, are dulv auihoris^ to 
recehe money on behalf of Go\emiiitnL 



Rules 489-471 


232 


Chapter XIX 


2. Where losses of public money arc wholly or partially met by 
non-issue of pay or pension and the Account Department 
•authorisedly applies the unissued amount to meet the public 
claim, the resultant balance of the claim alone should be 
treated as a loss, the emoluments due being debited to the 
pertinent head of account as if they had been drawn and used 
by the Government servant concerned in paying the public 
claim. 


Buildings, lands, stores and equipment. 

469. Losses or deficiencies need not be recorded under a 
arate head in the accounts, (hough they should be written off 
' value or commercial account that may be maintained. If 
’ transactions under these categories are recorded under a 
ipense head in the Government accoimts, losses or deficiencies 
iting thereto must be written off the Suspense heads also. 


Cash m hand, whether in treasuries or as imprest 
with Government servants. 

470. All losses or deficiencies should be recorded under 
arate heads in all accounts. 

es. — 1 The acceptance of counterfeit coins or notes shall be regarded 
as B loss of cash. 

2. Any recovery made in the course of the year m which the 
losses are brought to account shall be shown by deduction from 
the head under which the loss is recorded. Any recovery 
made after the accounts of the year are closed shall be shown 
as an item of receipt 


Irregular or unusual payments. 

471. Irregular or unusual payments should' be recorded in 
accounts with general reference to the ordinary rules of 
sification according to the nature of the expenditure; for 
®pl® an overpayment of pay shall be debited to the head 
y”. Sumlarly, an excess payment for bricks manufactured 
.1 be debited to the work for which the bricks are used. 


It is only when special heads exist in the accounts for 
)rdmg such charges, as comi»nsations for damages, 
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irrecoverable temporary loans written off and the like, that 
unusual or extraordinary payments shall be separately recorded. 

Inevitable losses. 

472. Where losses arc an inevitable feature of the working 
of a particular department, the major head of account under 
which the expenditure of that department is recorded, shall 
contain separate descriptive heads under which such losses may 
be recorded. 

ni. — Directions regulating inter-Departmental Transfers. 

Adjustments between Governments. 

473. In the case of transactions between two Governments, 
adjustment shall always be made if required by or under the 
provisions of the Act; and otherwise, in such manner and to such 
extent as may be mutually agreed upon by the Governments 
concerned. 


Adjustments with outside bodies. 

474. Payment shall be required in all cases where a depart- 
ment of a Government renders service or make supplies to a 
non-Govemment body or institution or to a separate fund 
constituted as such inside or outside the Public Account, unless 
Government by general or special order gives directions to the 
contrary. Relief in respect of payment for services or supplies 
given to any body or fund, should ordmariJy be given through a 
granl-in«aid rather than by remission of dues. 

Note , — While makiog recovery from pnvate parties for services rendered by 
the Government Departments, doc consideration may be made 
for inclusion of the element of leave salary and pension con* 
trihution of the staff employed on the svork at such rates as 
may be prescribed by Government. 

Inter-departmental adjustments. 

475. For purposes of inter-departmental payments, the 
departments of a Government shall be divided' into Service 
departments and Commercial departments according to the 
following principles; — 

A — 5'ervice Departments . — These are constituted for the 
discharge of those functions which either (a) are 
inseparable from and form part of the idea of 
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Government or (b) are necessary to, and fonn part of, 
the general conduct of the business of Government- 

Examples of the first class arc: — 

the departments of Administration of Justice, Jails 
and Convict, Settlements, Police, Education, Medical, 
Public HealA, Forest. 

Examples of the second class are; — 

the departments of Government Printing and 
Stationery, Public Works (Buildings and Roads). 

B — Commercial Departments or Undertakings . — ^These 
are maintained mainly for the purposes of rendering 
services or providing supplies, of certain special kinds, 
on payment for the services rendered or for the 
articles supplied. They perform functions which, are 
not necessarily Governmental functions. They are 
required to work to a financial result determined 
through accounts maintained on commercial princi- 
ples. 

<jovemnieat has the power in respect of these directions to decide 
whether a particular department or particular activities of a 
department shall be regarded as a commercial department or 
undertaking A list of deparlmenis and undertakings re* 
cognised by the Rajasthan Covemment as commercial is given 
in the annexure to this Section 

476. Save as expressly provided in this Chapter a Service 
department shall not make charges against another department 
for sertices or supplies which faU within the class of duties for 
which the former department is constituted. 

The following exceptions to the rule in this Article have 
been authorised; — 

(a) The Forest Department may charge any other depart- 
ment for ve^table, animal or mineral products 
extracted from a forest area. 

(b) Payment must ordinarily be made for convict labour 
as in the case of that supplied to the Public Works 
and other departments of Government but no charge 
shall be mads for convict labour in the case of works 
undertaken by the Public Works Department which 
are treated as Jail Works. 
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(c) The cost of additional Police Guards supplied to an 
Irrigation or other project while under construction, 
may be debited to the project concerned. 

477. A Commercial department or undertaking shall 
ordinarily charge and be charged for any supplies and services 
made or rendered to, or by other departments of Government. 

This direction may be applied to particular units or 
particular activities of any department even though the depart- 
ment as a whole may not be Commercial department. Such 
a unit or actirity shall ordinarily charge for its services or its 
supplies to, and may likewise be charged by. either the depart- 
ment of which it forms a part or any other department. 

Notes— l. Sa>c as othemse provided lo this Giaptcr, service rendered 
by a Service department falling under clause A (a) of Rule 
475 m the normal discbai^e of its functions shall not be re- 
gained as service rendered for ihe purposes of this paragraph 
2. The Supply of residential accommodation by one department 
to the emplojees of another shall not for the purposes of the 
directions in this Giapter be held to constitute a service 
rendered. In all such cases, the rent charged for residential 
accommodation svill be the rent rccoscnible under the rules for 
the time being m force from the persons actually using such 
accommodation. 

478. Where one department makes payment or renders 
service as an a^ent of another department of the same Govern- 
ment the principal department may, subject to such monetary 
limit as may be fixed by Government in this behalf, be debited 
with the expenditure incurred on its behalf by the agent 
department. 

N’otes. — I. The cost of land acquired by a O'll Department on behalf of 
the Public Works Department is debitablc in the accounts 
of the latter as part of the cost of the viorks for which the land 
is taken up; but when land is taken up for two nr more Service 
departments conjointly, the cost is v,hDlly debitable to the 
department for which the major portion of expenditure was 
incurred, unless there arc spcdal reasons to the contrary. 

2. When a special Officer is employed for the acquisition of land 
for any department, the expenditure on pay, allowances etc , of 
the special Officer and bis establishment and any expenditure 
on contingencies is debitabk to that department as part of the 
cost of land. ^STicn the land is taken up by a Civil Officer, 
cot specially employed for the work, only special charges 
incurred in connection with the acquisition of the land on 
establishment, contingencies etc., shall be borne by the depart- 
ment for which the land b acquired. 
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479. A branch of a Service department perforramg duties 
supplementary to the main function of the department and 
intended to render particular services on payment may levy 
charges in respect of the work for which it has been constituted. 

Examples. 

Jail Manufacture, Printing (Publishing Department). 

480. A branch of a department constituted for the sub- 
sidiary service of that department, but employed to render 
similar service to another department, may charge that other 
department, e.g. — ^Workshops of a department, Mathematical 
Instrument Office, Dockyards. 

481. A regularly organised store branch of a department 
should ordinarily charge any other department for supplies 
made; but petty and casual supplies of stores may, if the supply- 
ing department consents, be made without payment. 

482. Notwithstanding anything contained in the direc- 
tions in this Chapter, a Government may, for special reasons 
which shall be recorded and communicated to the Accountant 
General, permit inter-departmental adjustment in any casCi 
where such adjustment may be considered necessary in the 
interests of economy or of departmental control of expenditure. 

General. 

483. Where under the directions in this Chapter payment 
is requircB to be made by one department of a Government to 
another, such payment may, if the case so requires or if otherwise 
deemed necessary, include adequate charge for supervision or 
other indirect expenditure connected with the service or supply 
for which payment is made, 

484. Payments of amounts due by one department of 
Government to another shall ordinarily be made by book 
transfer except when such trannsfers do not suit the methods 
of accounts or of business adopted by the receiving department. 

ANNEXURE 

List of departments and undertakings recognised by the Rajasthan 
Government as Commercial. 

I. Government Transport Sersne^ Tonk. 

2. Printing & Stationery Dq>aitmeDt (Publication Branch). 
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.3 State Water Works, 
i. Mines Department;— 

(i) Wolfram Mmes. Kgana 

(ii) Colliary Works. Palana 

(iii) Slate Quames. Bhankn 

(iv) Limestone Quames Naila 

5 Electrical & Mechanical Department 

6. Slate ice and Aerated Water Factor.ee 

7. State Cotton Factories 

g Sodium Sulphate Works Drainaee Works f>-r 

10. Shri Ganga Theatre. Bikaner. 

11. Sirohi Motor Service. 

12. Sugar Factory. Ganganagar. 

13. Sales Emporium— Indusinw Depa « 

14. Abu Road Transport Service. 

15. Rajasthan State Hotal. Jaipur. 

16. Rajasthan State Road Ways. 

17. Agriculture Workshop. 

Introductory. 

485. In these directions— .„„,her Gov- 

the term iJSS^r^rSItlide body or person of 

erament departincm or Goyemment depart- 

St‘Sm”"S^n\sacconnts. 

hnAi^H ond GovfrnTTicnts 

Recoveries from prhatcji^tom^M 

486. Recoveries from as a 

geSmkte and not as dednet.on from 

expenditure. 

Exceptions. 
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of the service is recovered from that body, the net 
cost to Government being nil, the recoveries may 
- be taken in reduction of expenditure. 

(ii) Recc sries of expenditure on works in progress and 
transactions of stock and other suspense accounts: — 

The technical estimates take cognisance of all anti- 
cipated receipts from sale proceeds of materials, 
plant, etc. received from the old structure, while 
the receipts under “Stock and Suspense” are by 
their very nature inseparable from the expendi- 
ture recorded under the main head. The 
recoveries falling under these two categories 
should, therefore, be treated as reduction of 
gross expenditure. 

Recoveries by one Government from another. 

487. As between two or more Governments the following 
directions shall regulate the dassification of recoveries: — 

(a) If the recoveries represent debits to another Govern- 
ment of expenditure which was so debitable from the 
movement it was sanctioned, they should not be 
treated as revenue of the Government effecting the 
recoveries but as deduction from expenditure. 

(b) In the case of joint establishments, where the expen- 
diture is not shared by two or more Governments 
ab intio but is incurred by one of the Governments 
and partially repaid by the others, the repayment, if 
made while the accounts of the year are still open, 
should be treated as deduction from expenditure. 

*(c) Recoveries of the classes falling under (a) and (b) if 
not effected within the accounts of the year in which 
the expenditure was incurred should be treated as 
revenue, 

(d) Recoveries on account of commuted value of pensions 
effe^’cJ from other Governments should be treated 
as deductions from rapenditure. 

(e) All other recoveries should be credited as revenue 

of the recovering Government, whenever they are 
received. 
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Recoveries by one department from another department of the 
same Government. 

488. As between different departments of the same Gov- 
ernment, the recoveries should be treated as deduction from 
the gross expenditure, except such recoveries as are made by 
a Commercial department, which should be treated as receipts 
of that department. 

Wore:— The term "recoveries by a commercial department" for the purpose 
of this direction shall apply to recoveries m respect of services 
rendered to other departments m pursuance of the proper functions 
for rshich the deparlmcni is constituted that is to vay. m the case 
of the Posts and Telegraphs Department, recoveries shall be treated 
as receipts only when they are made in respect of Postal. Telegraph 
or Telephone services rendered to other departments, where how- 
ever. a Commercial department acts as an agent of another depart- 
ment for the discharge of functioos not germane to the essential 
purpose of the department, the recovenes shall be taken m reduction 
of expenditure. 

Receipts and Recoveries on Capital Accounts. 

489. Notwithstanding anything to th® contrary that may 
be provided by or under the directions in this Chapter, receipt? 
and recoveries on Capital Account in so far as they represent 
recoveries of expenditure previously debited to a Capital major 
head shall be taken in reduction of expenditure under the major 
head-concerned except where render the rules of allocation 
applicable to a particular department, such receipts have to be 
taken to revenue. 

Settlement of doubts or disputes. 

490. In case of doubt or dispute, the question whether 

any particular recovery is classifiable as revenue or as deduc- 
tion from expenditure will be decided by the Comptroller and 
Aufhbac GenexaJ. with, the q£ tia 
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APPENDIX I 
FREASURY RULES 

Issued by the Rajpraniukh under Article 283 (2J of 
the Ccmstitution of India. 

SECTION I. — Short Title and Commencement. 

1. These Rules may be called the “Treasury Rules of Rajaslban 
Government” and they shall come into force with effect from the Isl 
Apnl. 1951. 

SECTION n — Definitions. 

2 In these Rules, unless the context otherwise requires, the following 
expressions have the meaning hereby assigned to them, that js to say — 

(a) “Accountant General” means the head of an Office of account* 
and audit or of accounts, who keeps the accounts of the State 
Government and, when used in relation to a treasury, the bead 
of an office of accounts to whom the accounts of the treasury 
are rendered. 

(b) “Audit Officer” means any officer subordinate to, or under the 
superintendence of, the Comptroller and Auditor General, who 
exercises audit functions. 

(c) “The Bank” means the Reserve Bank of India or any office or 
agency of the Reserve Bank of India and includes any branch ol 
the State Bank of India acting as the agent of the Reserve 
Bank of India >n accordance wuh the provisions of the Reserve 
Bank of India Act, 1934. 

"Reserve Bank” means the Reserve Bank of India. 

S'ote. — Until agreement with the Reserve Bank of India is concluded iho 
term as used in (he Rules refers to banks functioning in Rajasthan 
entrusted with treasury business. 

(d) “Colfector” means the bead of a District, and includes any other 
officer for the time being authorised to discharge the duties of the 
CcOlecJor for the ptapose of these Rules. 

(e) “Competent authorilv" means the Government or any other 
authority to whom the relevant powers may be delegated b> 
Government. 

(f) “Comptroller and Auditor General” means the Comptroller ana 

Auditor General of India. 

(g) “Consolidated Fund of the Slate” means fund as defined in Article 
266 (i) of the Consuiulion compnsing of all revenues received bj 
the Government of Rajasthan, all loans raised by that Govermr.cni 
by the issue of treasury bills, loans or vsays and means advance* 
and all moneys rcrehrtJ b> that Government in repi/ircnl cJ 
loans. 
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(h) “Government scrvsnt” includes a person i\ho. though not 
technically tome on a rcgufar Government establishment is duly 
authorised to receive or disburse money on behalf of Government. 

0) “Indian Audit and Accounts Department" means the officers and 
establishment, being in India and subordinate to the Comptreller 
and Auditor General of India, that are employed upon the keeping 
and audit of the accounts of the Stales, or upon one or other of 
these duties. 

(j) “Public Account of the State” means the funds as defined in 

Article 266 (2) of the Constitution comprising of public money 
other than those credited to the Consolidated Fund of the State. 

(k) “State", “Government” and “Governor” mean, respectively the 
Slate of Rajasthan, the Government of Rajasthan and the 
Governor of Raiastban. 

0) “Treasury” includes a sub-treasury. 

“Bank treasury" means a treasury the cash business of which is 
conducted by the Bank and a “Non-Bank treasury" means a 
treasury other than a Bank treasury. 

SECTION III . — Location of Moneys standing in the Co\emmeM 
Accounts. 

3. Save as provided in sub-ruie (2) oi Rule 7, moneys standing in the 
Consolidated Fuad and/or Public account of the State must either be held in 
ffie treasury or is the Bank. Moneys deposited tn the Bank shall be consi- 
dered as one general fund held in the books of the Bank on behalf of the 
State. 


The deposit of such moneys in the Bank shall be governed by the 
•erms of the agreement made between the Gcvenior and the Bank. 

SECTION IV — General System of Cotitrol over treasury. 

District Treasuries. 

4. (1) Unless the Government, after consultation with the Accountant 
General otherwise directs m any special case, there shall be a treasury la 
every distnct If moneys standing in the Consolidat«l Fund and/or Public 
account of the State are, in any distnct. not deposited in the Bank, the 
treasury of that district shall be divided into two departments, a department 
of accounts under the charge of an Accountant, and a cash department under 
the charge of a Treasurer. 

(2) The treasury shall be under the general charge of the Collector 
who may entrust the immediate ececutive control to a Treasury Officer 
subordinate to bV *'ut may not divest himself of admmistralive control. Tbe 
Collector shall be responsible for the proper observance of the procedure 
prcscri.-'cd by or under these Rules and for the punctual submission of all 
retuius required from the treasury by tue Government, the Accountant 
General and the Reserve Bank of Innia. 

Subject to the provisions of fliis rul^ the respective responsibilities 
of the Collector and the Treasury Officer for business of the treasury shall 
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be such as may be defined in accordance v ith snch rules as the Gosemment 
may approve afler consultaiioa uith the Accountant General 

(3) The duty of senfying and certifying the monthly cash balance, 
if any, in the treasury in such manner as the Government after consultation 
with the Accountant Genera) may prescribe and of submitting the monthly 
accounts of such balance in such form and after such venfication as the 
Accountant General may require, shall be undertaken by the Collector or 
by such other officer as the Govemn^ent may speafy It must be performed 
by the Collector in person at least once in every period of three months 

(4) When a new Collector is appointed to a district he shall at once 
report his appointment to the Accouniani General and shall certify to the 
Accountant General the amount of the cash balance, if any. which be has 
taitn over The certificate shall be submitted m such form and after such 
verification as the Government may. after consultation with the Accountant 
General, prescribe 

(5) No portion of the responsibility for the proper management and 
working of treasunes shall devolve upon the officers of the Indian Audit 
and Accounts Depanraent The laspecticn cf treasunes by officers of the 
Indian Audit and Accounts Department shall not rebeve the CoUector of his 
pespoasibililies for management and inspection. 

Suh-freasuries. 

5. If the requirements of the public business necessitate the establish- 
ment of one or more sub-treasunes under a district treasury, the arrangements 
for the administration thereof and for the proper conduct of business therein, 
slull be such as may be prescribed by me Govenunent after consultaijon 
with the Accountant General. The daily accounts of receipts and payments 
of moneys at a sub-treasury must be included in the accounts of the District 
treasury. 

Ofjice cf the Accenmtant General. 

6. The office of the Accountant General may, with the con'ent of. 
and subject to such conditions as may be presenbed by the Comptroller and 
Auditor General of India itetiorm all or any prescribed part of the duties 
of a treasury in respect of claims against ibe Government that may fall due 
for disbursement and moneys that may be tendered for credit to the 
Consolidated Fund and/or Public accounts of the State. 

SECTION V.— raymeni cff Iteienues of the State into the 
Cmerrunent Account. 

7. (1) Save as hereinafter provided in this section, all moneys 
received by or tendered to Government servants on account of the revenues 
of the State, shall without undue delay be paid in full nto a treasury or 
into the Bank and shall ^ included m the Consolidated Fund and/or Public 
account of the Suite. Moneys received as aforesaid shall not be appropriated 
to meet departmenul cspenditurc. not otherwise kept apart from the 
Consolidated Fund and/or Public account of the Suite. No department of 
the Government may require that any moneys received by it on account cf 
the State be kept out of the Consolidated Fuad and/or Public account of 
the Suite. 
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(2) Nonvithstanding anjihing contaioed m sub-rule (I) the direct 
appropriation of the re\enues of the State for any expenditure payable out 
of those rcsenucs and in particular the direct appropnation of departmental 
receipts for departmental expenditure is authorised in the foUoi'ing cases, 
that is to say: — 

(a) In the case of moneys received in dvil. reienue and criminal cases 

on account of the service and publication of summons and 
notices diet money of n-itnesses and for other similar purposes, 
fees and other charges of conmussion and arbitrations; exposes 
of civil prisoners; 

(b) in the case of deposits tcceiied at a civil court and utilized by 
the court to meet claims for the refund of such deposits; 

(c) in the case of cash received by the Forest Department and 

utilized in meeting immediate local expenditure; 

(d) in the case of earnest money received from contractors with their 
tenders if it is refunded the same day; 

(e) in the case of fees received by Government servants appointed 

under Notaries Public Act XXVI of ISSl and utilized to defray 
legal expenses incurred by them in the discharge of their duties 
as such Notaries Public. 

(0 ui the case of cash found on the persons of prisoners at the time 
of their admission to jail and used for the repa}-n]eDt by jail 
supenntendents under departmental regulations of similar sums 
due to other prisoners on their release: 

(g) in the case of moneys received on account of Revenue of 
Munsanm Puiejai, Allahabad and utilised to meet the expenditure 
on disburtemeni of salanes to the Purejat staff: 

Provided that the authority hereby given for the direct appropriation 
of the revenues of the State, including departmental receipts, shall not fe 
constituted as an authority for kecpuig the receipts and payments pertaining 
to such appropnation outside the account of the payments into, and the 
withdrawals from the Consolidated Fund and/or Public account of the 
State. 


8. Save as provided in rules 34 and 37, moneys received by a 
Government servant whether in an othcial or another capacity which 
do not relate to or form part of the revenues of the State shall pot be 
included m the Govemmem account of the State and a Government servant 
IS not required to pay into the Government account of the Stale any such 
moneys. If any question arises whether moneys ate or are not taoneys 
lelavmg to or forming past of vbc revewss of Vhe State, the quesdon shall 
be referred to Government whose decision shall be finaL 

9. A Government servant may not, except with the special 
permission of the Government, deposit in bank moneys withdrawn from the 
Consolidated Fund and/or Public account of the State under the provision 
of Section VII of these Rules. 

10. The procedure to be adopted by Government servants and other 
collecting authorities in reedving moneys on account of the revenues of the 
State, granliBg receipts for such moneys and paying them into the Consolidated 
Fund and/or Public account of the State, and by the treasury' and the bank 
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in receiving such moneys and granting receipts for them. <;ha11 be such a* 
may be prescribed by the Government after consultation with tiie Accouniani 
General, 

SECTION VI. — Custody of moneys rehltns to or staiidms; in, the 
Consolidated Fund f^for Public Account of the State. 

11. (1) The procedure for the safe custody of the monc>-s in the 
hands of Government servants, or held in a treasury, shall be as prescnbec 
by the Government after consultation tvilh the Accountant General. 

(2) The Bank is responsible for the safe custody of Government 
mooevs deposited in the Bank 

SECTION VII. — IViihdrawal of moneys from the Consohdated 
Fund and for Public Account of the State. 

12. In this section “withdrawar’ with its cognate expression refer> 
to the withdrawal of funds from the Consolidated Fund and/or Pubht 
account of the Slate for disbursements of or on behalf of the State other 
than disbursements m the United Kingdom. 

13. Unless the Govemrocm after consultation with the Accountant 
General otherwise directs in any case moneys may not be withdrawn from 
the Consolidated Fund and/or Public account of the State without the wntter 
permission of the Treasury Officer or of an Officer of the Indian Audit ano 
Accounts Department authorised in this behalf by the Accountant General 

14. The Accountant General may penrni withdrawal for any purpose 
authorised by the Government. Unless expressly authorised by these Rule* 
Of by any special orders of the Government, the Accountant General nia» 
not pernut withdrawal ac a place outside the limits of hts own junsdicboa 

15. (a) Subject as hereinafter provided in this section a Treasury 
Officer may pcnuic withdrawal for all or any of the following purposev 
namely: — 

(i) To pay sums due from the Government to the drawing officer 

fii) To provide the drawing officer with funds to meet claims likely 
to be presented against the Government in the immediate future 
by:— 

(1) other Government servants; or 

(2) private parlies. 

(iii) To enable the drawing officer to supply fundi to another Govera 
ment servant from which to meet similar claims. 

(iv) To pay direct from the trea*tjjy or from the bank sums due bi 
Government to a private party. 

(v) In the ca<;e of an officer or authority empowered to mjks. 
investments of moneys standing in the Consolidated Tunc 
and/or Public account of the Stale, for the purpose of suet 
investment. 



(b) Unless expressly authorised by the Accountant General, a 
Treasufy Officer shall not permit A%iibdta\val for any purpose not- specifier! 
tn clause (a) of this rule. ‘ 

16. Except as provided in Rules 26 and 27 a Treasury Officer shall 
oot permit wuhdraNsal for ^ny purpose unless, the claim fot withdrasstil 
presented by sbch person dnd in such form, and has'been satisfactorily 
subjected by the Treasury OlBcer tp such checks, as the Government after 
coosultation v/iih the Accountant General, may prescribe. 

17. A Treasury Officer his no genera authority to make payments on 

Jematyds presented at the treasury. Iris aulhonty being siricily .linuteJ to 
the making of payments authorised by' or uniter' these Rules.' If a' demand 
of any kind is prfesenietf at a treasury Tor a pajment which is not authorised 
by or under these Roles, Or is not covered by a special order received from 
the Accountant Gefiertl, the’ Treasury Officer shall decline payment for want 
of auihorjty. .A Treasury Officer has no authonty 1 q act under jsn 6rder of 
Government’ sanctioning a payment, uol^ tlie order is an express order id 
him to make the paylmenl; and evert such special prders should, in the absence 
of urgency, be sent through the Accountant General. ^ , 

18 A Treasury Officer 'shall not honour a claim which he considers 
to bg disputable. He shall require the claimant to refer It to the Accountant 
General. , . . i 

19. Except as provided by Rules 20 and 21 a payment shall, unless 

Coveromem .bv general or special order otherwise directs, be made ip the 
district in which thfe claim afises.- ‘ ' ' ! 

20. The leave salary of a gazetted Government servant who draws his 

leave salary m India, may be paid m any disinct of the ^tate. The leave 
salary of a ndn-^azfeited servant maV be patifm' that district only in' which 
Ks pay coUld be drawn if hcVerc on duty. ' ‘ 

A'<7/e— Fbr payrfients' outside ibe State, sec Rule 33 (3). 

21. Pensions payable in^ndia may be paid'in any district of the Slate. 

22. No withdrawal ^alJ be pcrmilled in order tb meet 'the pay. leave 
salary or allowances of a gazetted Government .servant, or a reward or hono-. 
orium payable to' a gazetted Government* servant, or any pension’ until the' 
Accountant Cetieral has lolirhafcd to the Treasury Officer Uie rate at which 
payment shall be fnadef provided that the Govennent may. for special 
reasons and \?iih ihe concurrence of Uie Accountant Geneiral. wai\e the 
provisions of tilts TUle. 

23. No Withdrawal shall be permitted on a claim for the first of any 

»enes of payrpents m a district of pay or allowances to a .Government 
servant offier than 'a person newly appoint^ to Government service, 'unless 
the claim is sOpponed by a last pay certificate iri such form as may be_ 
prescribed by the Comptroller' and ‘Auditor General ’of India. * A Treasury 
Officer may. not permit any'wilbdrawal ih respect of pay, or allowances of 
1 Go\eraraen\ servant' to w him hi has grantcif a’ last' pay certificate, iinless, 
the certificate is first '^'Tendered. ^ . 
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SECTION VIII . — Transfer of moneys standing in the Consolidated 
fund andfor PuWic Account of the State. 

30. The transfer of Go\emnient monej’s from one treasury to another, 
and between the currency chest bahnee and treasury’ balance of a State 
treasury and between a treasury, and the bank shall be go\emed by such 
instructions as may be issued in tins behalf by the Gosemment after 
consultation with the Resertc Bank of India. The transfer of monej-s from 
or to a small Coin Depot to or from a treasury under the control of the 
Gosemment or the State shall be governed by instructions issued by the 
President. 

Note . — ^Until an agreement is concluded between the Goiemment of 
Rajasthan and the Reserxe Bank of India for the establishment of 
currency chests, transfer of mono's will lake place in accordance 
with such orders as may issued by the Government. 

SECTION IX . — Responsibility for moneys hithdra^-n. 

31. If a Treasury Officer receives iotixoation from the Accountant 
General that monej’s have been incorrectly withdrawn and that a certain 
sum should be recovered from a drawing officer, be shall eSect the recovery 
without delay and without regard to any correspondence undertaken or 
contemplated with reference to the retreoehmeni order; and the drawing officer 
shall without delay repay the sum in such manner as the Accountant General 
may direct. 

32. (a) Subject as hereinafter provided in this rule the procedure to 
be observed by a Goveminent servant to regard to moneyt withdrawn from 
(be Consolidated Fund and/or Public account of the State for expenditure 
shall be such as may be prescribed by the Government after consultauon 
with the Accountant General 

(b) A Government servant supplied with funds for expenditure shall 
be responsible for such funds until an account of them has been rendered to 
the satisfaction of the Accountant Ceneral. He shall also be responsible 
for seemg that payments are made to persons entitled to receive them. 

(c) If any doubt arises as lo the identity of the Government servant 
by whom an account of such funds shall be rendered, it shall be decided 
by the Government. 

SECTION X. — Inter-Gmemment Transaction. 

33. (1) Save as provided hereafter in this section no transactions 
the Slate with another Government shall be adjusted against the balance of 
the State except in accordance with such direcuoos as may be ^ven by the 
Comptroller and Auditor General of India with the approval of the Presided 
to regulate the procedure for the accounting of transactions between different 
Governments. 

(2) Moneys presented within the jurisdiction of another Government 
for credit to the Consolidated Fund a;^/or Public account shall not be 
credited or debited to the Consolidated Fund of the State and/or PubL'c 
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accoont except under express authonty of the Accountant General or any 
other accounting officer authonsed in this behalf b> the Comptroller and 
Auditor General of India 

(3) \\Tien a gazetted Go\emment ser\ani or a pensioner desires to 
draw, his lea\e salary or pension in India from a treasury outside the State, 
payment may be authonsed by the Accountant General in consultation with 
the Audit officer of the State concerned 

(4) All adjustments against the balance of the State by debit or credit 
to another Goscmmcnt shall be made through the Central Accounts Office 
of the Reserve Bank of India or payments in cash bemg arranged by the 
Accountant General pending completion of such an arrangement with the 
Reserve Bank 

34. Where such a course is authorised in consequence of a delegation 
of functions made under the Constitution, the Treasury Officer may receive 
or authorise the bank to rcccne moneys tendered on behalf of the Central 
Government and may make or authorise the bank to make disbursements 
on behalf of the Central Government in accordance with such procedure as 
may be sptecified in the rules made by or under the authority of the President 
Such receipts and disbursements on bebalf of the Central Government shall 
be adjusted, as far as practicable, directly against the balance of the Central 
Government held by the Reserve Banx, but where such transactions are 
temporarily taken into account against the balance of the Consolidated Fund 
of the State, the Accountant General will on receipt of intimation from the 
treasufv make the requisite adjustments in respect of the aforesaid transac* 
tions through the Central Accounts Office of the Reserve Bank of India, 
against the balances in the Consolidated Fund of the Central Government 
held by the Bank, or in such manner as may be prescribed by the 
Comptroller and Auditor General with the approval of the President. 

35. The Treasury Officer may, subject to any general or specific 
direction of the Government ui this behalf, receive or authorise the bank 
to receive moneys, tendered on behalf of another State and may, if so 
rec^uired by the Accountant General, make or authorise payment of any 
claim against another State, The necessary credits or debits in respect of 
such receipts and payments against the balances of the State concern^ shall 
be made by the Accountant General in accordance WTih the procedure laid 
down in this connection by the Comptroller and Auditor General but until 
such adjustments are made, the credits and debits shall be entered in the 
Government account of the State. 


Moneys paid or received in the office of the Accountant General on 
behalf of another State, and book entries made m the office of the Accoun- 
tant General aCecting the accounts of another State shall like-wisc be 
adjusted by the Accountant General. 

36. The provisions of the preceding rule may be extended with or 
without modification to payments made or received in the State on behalf 
of the Railway. 
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SECTION XI . — Receipts and disbursements of the Slate in the 
United Kingdom. 

37. Until other provision is made by the Government in Uiis behalf, 
moneys received in the United Kingdom on account of the revenues of the 
State may be paid into, and funds required for disbursements of or on behalf 
of the State in that country may be withdrawn from, the balances in the 
Public account of the Central Govenunent in that country in accordance 
with such procedure as may be prescribed by or under the authority of the 
President for the transactions of Ac Central Government. These transactions 
shall be adjusted in India, at the eatlicsl c^ortunity against the balances of 
the Consolidated Fund and/or PobUc account of the State, according to 
such directions as may be given in this behalf by the Comptroller and Auditor 
General of India with the approval of the President. 

SECTION Xn. — Supplemented, 

38. The Accountant General in the exercise of any of his functions 
under these Rules shall be subject to the general control of the Comptroller 
and Auditor General of India. 

39. (1) Nothing in these Rules, and nothing prescribed under these 
Rules, shall have effect so as to impede or prejudice the exercise by the 
Comptroller and Auditor Gcne.al of India of the powers vested in him by 
or under the Constitution, to make rules, or to give directions regulating, the 
submission to the Indian Audit and Accounts Department of the accounts 
kept in treasuries or in departmental ofRces and to be accompanied by such 
voucher for their support as the Comptroller and Auditor General may 
require for purposes of audit or for purposes of keeping the accounts for 
which he is responsible. 

(2) Where under the provisions of these Rules the detailed procedure 
with respect to any matter is required to be prescribed or regulated by 
departmental regulations and where no rule or order has been made by 
the Governor as to the authority by whom the regulations shall be made, 
such regulations to be observed by particular departments shall be made by 
the Government or with the approval of the Government by such depart- 
mental authorities as may be authorised by the Government to act in tlds 
l^half. 


(3) Nothing contained in this rule affects the validity of any order, 
instruction or direction contained in any authorised departmental Code. 
Regulation. Manual or any other compilation in force on the date of 
promulgation of these Rules except in so far as such an order» instruction 
or direction is inconsistent with, or repugnant to, any distinct provision 
contained in these Rules. 

40 No authority may exercise any power conferred upon it by these 
Rules so as to impose upon the Bank in connection with the business of the 
Government any responsibility not imposed upon the Bank by the terms of 
Its agreement. 



APPENDIX ir 
(See Ride 23). 

Instructions (or regulating the Enforcement of 
Responsibility for losses, etc. 

1. The cardinal principle governing the assessment of responsibility 
is that every public officer should exert the same vigilance in respect of 
public expenditure and pubbc funds generally as a person of ordinary 
prudence would exercise in respect of the expenditure an^ the custody of 
his own money. WTufe. therefore, the competent authority may. m special 
cases, condone an officer’s honest errors of judgment involving financial loss, 
if the officer can shov/ that he has acted in good faith and done his best 
up to the limits of his ability and expenenee. personal liability must be 
strictly enforced against all officers who are dishonest, careless or negligent 
in the duties entrusted to them 

2. It is of tlie greatest importance to avoid delay in the investigation 
of any loss due to fraud, negligence, finanaa) irregulanty, etc Should the 
administrative authority require the assistance of the Accountant General 
in purauing the invesfi^tion, he may call on that officer for all vouchers 
and other documents that may be relevant to the investigation; and if the 
investigation is complex and he newfs the assistance of expert audit officer 
to unravel it. he should apply fonhw'iih for that assbtance to Government 
which will then negotia'e with the Accountant General for the services of 
an investlgatisg staff. Thereafter the administrative authority and the audit 
authority will be personally responsible, within their respective spheres, for 
the expMilious conduct of the enquiry. 

3. In any cose In which U appears that recourse to judicial pro* 
ceedings is likely to be involved, coin^tent legal advice should be taken as 
soon as the possibility emerges. In the case of losses involving a reasonable 
suipidoQ of fraud or other criminal offence, a prosecution should be 
attempted unless the legal advisers consider that the evidence available is 
not such as will secure a conviction. The reasons for not attempting a 
prosecution should be placed on record in all such cases. 

4 . In cases where loss b due to delinquencies of subordinate officials 
and where it appears that this has been facilitated by laxity of supervbion 
on the pert of a superior officer, the latter should also be strictly called to 
account and his personal liability in the matter carefully assessed. 

5. The question of enforcing pecuniary liability should always be 
considered as well as the question of other forms of disciplinary action. 
In deciding the degree of an officer’s pecuniary liability, it will be necessary 
to look not only to the circumstances of the case but also to the financial 
drcumstanccs of the officer, since it should be recognised that the penalty 
should not be such as to impair hb future efficiency. 

In panicubr, if the loss has occured through fraud, every endeavour 
should be made to recover the whole amount lost from the guilly persons, and 
if laxity of supervision has facilitated the fraud, t’'e superv'ising officer at 
fault may properly be penalised either directly by requiring him to make 
good in money a sufficient proportion of the loss, or indirectly by r^uciion 
or stoppage of his increments of pay. 


It should always be considered whether the value of Government 
property or equipment lost, damaged or destroyed by the carelessness of 
individuals entrusted with their care (e g . a policeman’s rifle, a touring 
officer’s tent, a factory motor lorry, an engineer’s instruments) should not 
be recovered in full up to the limit of the Government servant’s capacity 
to pay. 

6. Steps should be taken to ensure that Government servant 
concerned in any loss or irregntanty which is the subject of any enquiry, is 
not inadvertently allowed to retire on pension while the enquiry is in 
progress; and accordingly, when a pensionable Government servant is 
concerned in any iiregulanjy or loss, the authority investigating the case 
should immedia'cly inform the Accountant General responsible for reporting 
on his title to pension and the authority competent to sanction pension, and 
it will be the duly of ihe latler lo make a note of the information and to see 
that pension is not sanction^ before either a conclusion is arrival at as 
regards the Government serv-anls’ culpability, or it has been decided by the 
sanctioning authority that the result of ilie invesi«gation need not be awaited 

7. The fact that Government servants who were guilty of frauds or 
irregulantics have been demobilised or have retired and have thus escaped 
punishment, should not be made a justification for absolving those who are 
also guilty but who still remain in service. 

8. The following supplementary instructions should be followed by 
departmental officers wherever prosecutions in the criminal courts are, or 
are likely to be, necessary:— 

(t) As soon as a reasonable suspicion arises that a criminal oflence 
has been committed, the senior officer of the department concerned 
present m the stacion will report to the District Magistrate 
concerned and ask for a regular police investigation under the 
Code of Criminal Procedure. 

(ii) If the District Magistrate or the authority concerned agrees that 
an investigation may be made, the senior officer of the department 
concerned present in the station will (1) request Ihe District 
Magistrate or the authority aforesaid to arrange for the investi- 
gation to proceed from day to day, (2) see that all witnesses and 
documents are made available to the investigating officer; -and 
(3) associate with the investigating officer an officer, of the 
department who is not personally concerned with the Irregularity 
leading up to the loss, but who is fully cognizant of the rules and 
procedure of the office in which the loss has occurred. 

(lu) When the investigation is completed, an officer of the 
department faccompained by the cfflicerr wVxo atttuied tli* 
investiption) must be made available for conferences with the 
authonty which will decide whether a prosecution should be 
instituted If it is decided not to prosecute, the case must be 
reported through the usual channel to Government for orders. 

(iv) If it is decided to prosecute, the departmental representative will 
ascertain from the prosecuting officer whether, having regard to 
the engagements of the prosecuting staff, and the state of work in 
the court v^hich would ordinanly hear the case, it is accessary 
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to move the District Ma^trate to make special arrangements for 
a spcwly uia\, and wiH request the prosecuting otRcer to make 
any application that he may think necessary 

(v) When the case is pul into court by the police, the senior officer 

of the department concerned present m the station will sec that 
all witnesses serving in the department, and all documentary 
evidence in the control of the department, arc punctually 
produced, and will also appomt an officer of the department 
(preferably the officer who attended the investigation) to attend 
the proceedings in court and assist the prosecuting stafT 

(vi) If any prosecution results in the discharge or acquittal of any 

person, or in the imposition of sentences which appear to be 
inadequate, the senior officer of the department concerned will 
at once consult the District Magistrate as to the advisability of 
instituting further proceedings in revision or appeal, as the ca'-e 
may be. and if the District Ma^slratc is of opinion that further 
proceedings are necessary, will request him to proceed as he 
would in any other case. 

Appeals against acquittals may be made only under the orders of 
GovemmeuL 

(vii) The senior officer of the dcparti ent concerned present in the 

station will see that, in addition to the report required under 
clause (iii) above, prompt reports are submitted to Government 
through the usual channel regarding:— 

(1) the commencement of police investigation; 

(2) the decision to prosecute in any particular case; 

(3) the result of any prosecution; 

(4) the decision to proceed further in revision or appeal In any 
case; and 

(5) the result of any proceedings in revision or appeal 

(viii) Notwithstanding anything contained in the above instructions, Ih* 
senior officer of the Department concerned present in the station 
may, if he thinks fit. refer any matter through the usual channel 
for the orders of Government before taking action 

9. In all cases of fraud, embezzlement or similar offences the 
departmental proceedings should be instituted at the earliest possible moment 
against all llic delinquents and should be conducted with strict adherence 
to the rules. If the accused person has ^en handed over to the police, 
the departmental inquiry against him should not be stased for the result of 
the police investigation. On the other hand it should be proceeded with 
full vigour and concluded as cxpctliliously as possible. When the delinquent 
is handed over to the police for prosecution it implies that the departmental 
punishment is not considered adc.^uatc to meet the requirements of the case 
In such cases the departmental punishr l imposed should, therefore, 
generally be dismissal from service. An> aiders for imposing departmental 
punishment should as a general rule be passed before the accused person 
IS actually challaned in Court. ^Vherc in any case the departmental inquiry 
cannot for some reason be concluded before the accused is chalbn^ in 
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Court, the departmental proceedings against him need not be stayed merely 
for that reason if the facts of the case disclose adequate grounds for dismissing 
tho person involved on charges other than those on which he is prosecuted, 
eg. negligence of duty, disregard of rul« and non-observance of standing 
instructions etc. Where such other charges do not warrant his dismissal, 
final action on the departmental side will have to await the result of the 
judicial inquiry. Even in such cases where the prosecution results in 
acquittal it may still be possible and necessary to take disciplinary action 
against the accused on charges other than those of which be is acquitted 
by the Court eg. negligence, disregard of rules, standing instructions, etc. 
Every such case should be consideiwi on its merits, with due care, by the 
authority competent to take disciplinary action. 

With re^rd to subsidiary offenders who are charged of neglect of 
duties in having facilitated or contributed to the fraud or embezzlement, it 
should invariably be attempted to secure the expeditious completion of 
departmental enquiry before the challan against the main offender is presented 
and connected records transferred to the Court or taken in police custody. 
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APPEKDEC m 


List oI Heads o! Departmeoli ( Class I ). 

{Stt RuU 33) 

LIST ‘A’ 

1. Advo-a* V. Gc\.eral. 

2. Citinnan, Boa d of P.eveiue 

3. Cht f Cons'rva or of I'or-^’s 

4. (Huaf Eagiaser E ectriciWod Mechanical. 

5. CTuef Eoginoer, Buildtngi and Itoad^. 

6. Chief Eaginaer, Irnga ion. 

7. Cjmmiadoner, Ezciae and Taxation, Rajaathan 

8. Commiieoiier, for Indutries and Commerce. 

9. Chief Electoral Officer (Tcmporarj) 

10, Chief Sicretacy, GoTcmment of Rajastliaa. 

ll Addi’ioaal Commiaaioner. Sales Tax A .\jrletiltnrsl Imeome-Tax 
Rajasthan. 

13. Direetor of Sdncatioa. 

13. Director of Medical and HeaUh Semcea 

14. Dmiional Co '.msiiooers 

15. Director ofUmes and Geology 

16. Director of Agrlcultufo 4 Pood Commmiener, Rajaalhaa 

17. Diputy DiTalopmcat OomraU.io.iet t3*ftlor), 

18. Derelopment Commiisloner Cum Additional ChiefSeeretaiy. 

19. Inipeotor General of Police 

20. Inspector General of Prisons 

21. Inspector General of Registra* ion A SUmp*. 

22. Jagir Commlsaioaer. 

33. Labour Commissioner 
24. Lsgal Remembrancer 

25 Member Industrial Tribunal 

26 R“gistrar Oo-operatiTe Societies 

27. Settlement Commissioner 

28. Director of Transport 

29. Anti-corruption Officer» Ra^as’ban. 

30. Director of Printing A Sta'i nery CFor the period the post is h fi fl 
by a senior I. A S Officer) 

31. Manager, Qanganagar Sugar Factory Ganganagar. 

32. Additional Director of Education. 

33. Director, Technical EducaMon. 

34. Director of Insurance 

35. Commissioner, Derasthan. 

36. Director of Consolidation of Holdings. 

37. Director of Distt. Gazetteers. 

38 Special Inspector General of FoBoe. 

39 Chief Accounts Officer, Chambal Project. 

40. Director of Veterinary and Animal Husbandary. 

41. Chairman Board of Technical Hdneation. 

42. Chairman Board of Nationalisation of Text Boohs. 

43. Cluef Engineer Rajasthan Canal Project. 

44. 8i00nd3iief Engineer Inrigatbm. 

45. Commissioner Oolonisation, Chambal proj’eet Eota. 

46. Director of Employment, 
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47. Chairman, Rajasthan Panchayat Samiti and Zila Pariahad Serrice 
S>-]ection Commiaa'on 

48 Joint Rerelopment Commissioner (Panchaysts). 

49. Chief AcoounW Officer, Rajasthan. 

50 Examiner, Local Fund Audit Department. 

51 Prmcipal, M B.M. Engmcermg College, Jodhpur. 

62. Secretary, Rajasthan Canal !l^rd. (m respect of Board’s Office). 

53. Chairman, Rajasthan Canal Board. 

64. Administrator, Rajasthan Canal Project. 

55. Commissioner, Rajasthan Chnal Project. 

66 Superintendent, Census Operations, Rajasthan. 



List oI Headsjol Department. 

(OmZB TTT-lN CLASS 

LIST B’ 

1. Additional Jagir Commissioner. 

2. Chief Statistical Officer. 

3. Chief Supenntendent, Ardiaeologr & Bfuseum. 

4 Chief SaperiDtendcnt, Printing & Stationery. 

5. Lhairman of the BiarJ of Registration of AyurTedio and Unani 
System 

6. Competent Officer (Evacoee PropertyJ, Atwar. 

7. Chief paachayat OfLcer 

8. Collectors of Distnc a 

9. Conimandanta, National Cadet Corps. 

10 Dueo'or of Ayurvedic 

11. Director of Local Bodies 

12. Director of Public Relations 

13. Direitor, Socially elf ire Depar inent 

14. Director of CoJoaiaatJon, Hanucnangarti. 

15 District & Sessions Jndg 8 

16. Head of Puntatava M^ndir 

17 Manager, A jutvejic Pliarmacics. 

18 lYin ipals oi Degree and Poit-Craduate Colleges 

19. Principal, Forj Foundation Training Centre at Chhatarpura (Kotah) 

20. Registrar, Rajastbau High Court 

21. Secretary, Urban Improvemeiit Board 

22. Secret tij to the Gorernor 

23. Secretary, Public Service Commission 

24. 8uperintei.deQt Gazetteer 

25. Superintendent of Aj-urvedic Studies. 

26. Prmc.pal, Veterinary College, Bikoner 

27. Principal, S K X. Agricultural Institute, Jobner 

28. Administrative Officer, Electric.al and Mechinioal Department in 
respect of items mentioned in FD Order No. F. 18 (11) F. 11/55 
dated 13-10-56 

29. Director, Relief Department 

30. Officer on Special Duty in the Rajasthan College of Agriculture, 
Udaipur as delegat'-d lo the Principal Veterinary College, Bikaner 
till aPrincijialjoiiJs duty in the College. 

31. Special Education Officer, Planning in respect of the following 
schemes;— 

(o) Malti Purpose School and Higher Secondary Schools. 

(6) Contral. Divisional & District Libraries. 

|c) Social Educat on 

33. Officer on Special Duty for the Rajasthan Colleges. 

33. Colonisation Officer, Rajasthan Canal Project, Bikaner. 

34. Caloaisation Officer Chsmbal Project, Kotah. 

35. Secretary Board of Revenue (L-'nd Itecords) in regard to the Live 
Stock Cemus Operations only 

36. Principal Officers Training school, JoJhpur. 

37. Principal Acet'^® Trg SebooljMpur (w.e f 1-5-60). 

33. Director Rajasthin Sahitya Academy, Udaipur. 

39. Principal S.M.S. Medical College, Jaipur. 

40. Director of Economical and Industrial, Survey. 

41. Director of Sanskrit Education. 
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i2. Principal Additional Eiten*ion Traiaing Centre Saa«rpttr. 

43. Principal Katiooalmtioa BoardofText B^ki. 

44. Principals, Poljteclinicfl 

45. Wakf CoDUnis'ioner. 

46. Dy. Secy. Appointments in rtspect of unit Becord 0££x«e, 

47. Director oi ReVieland Behabilitation. 

48. Officer on Special Duty, Bikaner Kledical College, 

49. Principals, Panchayat SamitieaKei^ars, Jaipur, Jodhpur, 

' Bikaner and Kota. 
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APPEKDIX 17. 


Doleg&tioa of Financial Po-wer. 


8 . 

Ho. Haturo of Power 

1 2 


l.(i) To distribute grants spe- 
cified in the Appropria- 
tion Act, among the 
officers, so far as this has 
not been done by the 
Finance Department, and 
(ii) To sanction re-appropri- 
ations subject to condi- 
tions mentioned in para 
118 and 116 of the 
Budget Uanual. 

(a) From one major, 
miuoror subordinate 
head to another with- 
in the same grant in 
the Appropriation 
Act. 

(b) From one sub-head 
to anotbervilhin the 
samemisor head. 

(o) From one group bead 
to another under the 
same sub-head of a 
minor head 


Authority to which the power is delega- 
ted and extent of power delegated 

3 

Full powers to all Departments of Govt 
and Heads of Dcpartrrents provided the 
additional expenditure necessitating the 
re-distribut ons bears sanction of the 
competent Authority 


Finance Department. 


AllDepartments of Govt, and the Rajas- 
than High Court, provided that it does 
not involve the under.tabing of a recurr- 
ing liability. 

Heads of Departments (except B & R 
and Irrigation Branches of the P W. D. 
who have been delegated with higher 
powers separately) within the limits of 
th^r finuncial powers. 


2. To alter, in the ease of Full powers to ail Departments of 
Subordinate Slinisterial and Government and Heads of Departments. 
ClassIV servises, the date 
of birth reeord^ in the 
Service books or service rolls. 


3. (a) TosasetioniBrestigation (i) Administrative Full powers, 
in audit of personal Doptt. of the 
clums of Govt, servants. Government. 


(b) To redelegate il o afore- 
said powers to a subordi- 
ns*e authority which 
appoints the Government 
servant preferring the 
claima 


(li) Heads of De- 
portments. 

Adminiatrative 
D'po’tmenta of 
the Govt, a’ld 
H adsofDeptta. 


Claims which are 
not more than 3 
years old. 

Full powers in the 
case of claims wh ch 
are not more than 
3 years old 
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1 2 .r 3 


4 To sanction permanent adva Departments of Government and Class I 
nee in respect of aubordi- , Heads of Departments up to Hs. 250/;. 
na^e officers. for any office or officer and other 

Heads of Departments up to Bs. 150/ 
for an office or officer. 

6 . Toissueinstuotrions forhe Full poivers to Departments of Govern- 
guidance of subordinate ment and Heads of Departmerts 
authorities in the matter ' ' 

of contingent expenditure. 

C. To eaxry out subject to Department e of Govemmeut Other 

budget provision, in case and Class I Heads of Depa- Heads of 
of buildings, the maintena- rlments. ' Depait- 

nc 0 of which is entrusted * ments. 

to him:— ‘ ' 

(i) original worts and Hp toRs. 5,000vn etch Dpto Rs. 2,&50 

special repairs. case." 

(ii) Ordinary repairs to Full powers io Heads of Deptt. subject 

Deparlmental build to the following conditions — 
ingsundertbeircontrol Provision may be made for this purpose 
through their own in the Budget of th'’ Depa'tment 
agency. concerned on a percentage jba‘ is and 

eacbHtad of Deptt will s^lot funds 
but of Ibis provision eaih year for the 
different buildings urdfr'his control. 
If the budget provision falls short of the 
total requirements the allotment will be 
made acoordingto a p’lased programme. 
The powers may be exercised subject to 
the cond lion that the budget pTovision 
for th 8 item of work will neither be aug- 
mented nor decreased by re appropiia- 
tioru Theintcnticnis^thattlie provision 
should be utilised only for the purpose 
for which it !■> made. 

Ordinary annual repairs to Govt, build- 
ings 8 twated at district and sub-Divi 
fuonal headquarter sh-mld still cortinue 
to be d nebyP. W. D and at other 
places by Heads of Deptt. Special 
repairs should ordirari’y be drne by 
P. W. D 

6A. Execution of petty tonrtr- The Chief Conservator of Forests will 
uction and repairs worts ixircisepowcra to get the works executed 
( buildings and roads J up to capita' cost ofKs 2,500,— subject 
otherwise than tbrongh toobservanct of usual procedure for 
the P. W. D, _ execution of worls Viz , preparation 

' ' ’ bfestima'es, maintenance of measure- 

ment Books, etc. 
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CB To carry out ordinary Dni-iona] Full powers ‘utiject to 
repairs in tte cass of Coamm-ioners biidg‘='l provis on. 

Pa' war Khana Buidn_'« 
under Lar.d Ile.o’ da Ltpa 
rfmen^, the maintenarce 
of whi h 19 e-jlru ted to 
the CommiS'i ner 

7. Tq vary the terms of Full powers to Departments of Govern* 
repa3Tne’'t of advances ment <nd Heads of Departments in 
granted to Government* respect of advances th'y are ccmpetent 
6 rvants m excepti'nsl to e.*rctkT., prov ded in the case of 
cases merest b anng .-dvance the period of 

repaytn n' is rot ertended except as 
permitted by rn'e« 

8 To sanction advances for (1) Appointments Full powers in 

the purchase of conve* Departments respect of all 

yance and hou-o building. Government ser* 

rants posted in 
the Secretariat. 

(2) Divisional Full powers in 

Commia'ioners respect of all 

Govt Servants 
pos'ed in the 
Division. 

(3) High Court Full powers in 

respect of R J. S. 
Officers and 
High Court Bub* 
Ordinate Courts 
Staff. 


9. To authorise the sale or Full powers to Departments of Govt, 
transfer of motor vehicles 
purchased with advance 
from Government. 


10. To sanction advances to To Heads of offices in respect of 
Government servants on Government servants whose travelling 
transfer or tour allowance claims they are compel entj 

to pass, full powers subject to the 
conditions prescribed in the rules in 
tbe case of permanent servants, and 
in respect of temporary Government 
servants uho have done more than a 
year’s service, provided they are likely 
to be retain^ till the advance is 
Tocovered, 
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11. Sanction advances for law Fiill power* io Departments of Govern* 
Suite to which the Govt, ment and Heads of Departments. 

13 a party 


12. To sanction advances and Departments of Government andClaisI 
loans for the p^chaae of Heads of Departments, up to Hs. 20,000 
stores, machinery and or6O%ofth0 cost of stores, whichever Is 
other implements etc. loss, in respect of any purchase, provided 

the sanctioning authority has power to 
makepunhaaa and there is budget pro* 
vision for meeting the cost of the stores 
to be purchased. 

Other Heads of Departments may, subject 
to the conditions specified above, sanction 
adveacesnot exce^lng Rs. 6.000 or 60% 
of the porcbase price, whichever is leas. 

In. the case of stores and tnaierials 
indented from Departments of other 
Oovemments, Departments of Government 
end Class 1 Heads of Departments may, 
subject to powers of authorities concern^ 
to eanetion purchase of sforM, deporit 
foil cost in advance if required by the 
supplying department. 

The AgricuUore Department of Govern- 
ment may sanction loans not exceeding 
Rs 20,000 in any case in terms of their 
Notification No. F. 17 (7) Agr.f50. dated 
4-6-60. without reference to the Finance 
Department Copies of sanctions accorded 
by the AgricultuTe Department should, 
however, be endorsed to the Finance 
Department for information. 

The Agriculture Department will take 
steps toensurethit the loan advanced is 
ntilwed wlth.in see»anahle time for the 
purchasefor which it Is drawn and should 
arrange for sir monthly verification of 
the machinery purchased out of the loan 
to ensure that it is working. 

13. To sanction advances of To Departments of Government and Cla»8 
money for departmental I Heads of Departments up to Rs. 10,000 
purposes , witWn the in each case and to other Heads of 
bndgetedamount, provided Dqiartments.up toEs. 6,000. 
such advances are essential. 
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1 Adrance for Purchase of Stores. 

According to the entry at Sr No 13 above. Departments of 
Government and Heads of Departments are empowered to sanction 
advances of money for Departm* ntal purposes within the budgeted amount 
^provided such advances are ebsential Advances ccji bo given npto a 
limit of Rs 10,000 m each case by the Departments of Government, and 
upto Rs. 6,000 by Heads of Departments Operation of this power has 
been restricted subsequently by the issue of the Government orders 
prohibiting drawal of funds on A C. Bills except for purposes specified 
therein (vide Annexuro A to General Financial and Accounts Rules 4th 
Edition at Pages 122'123) Thi^ restriction is relaxed to enable the 
Heads of Departments to draw funds for mating advance payments to 
supplier! in cates where the advance payment is demaLded by the suppliers 
as a condition of the purchase and the offer has been accepted subject to 
this condition. The hmitb up to which an advance may be made by a 
Head of Department for purchase of Stores in each case should be as under. 

(1) Upto a maximum of 25% of the value of the order if the 
terms of the contract so provide. 

(2) Upto a further limit of 65% against R. R. or Shipping docu* 
meats if the terms of contract so require it. 

It^ebonld be the respoQsibility of the Head of the Departmeot to 
verify the finaacial standing of the supplier before making the advance. 
This delegation is made afier taking into account the difficulties expe> 
rienced by the majority of the Heads of Departments m making puicha* 
sea of stores and equipment which are in short supply. As a safeguard 
against misuse, a copy of the eanction authorising purchase of stores/ 
material equipment at a certain pnee, supported by a copy of the 
contract, may accompany the Bill on which the advance is drawn, and 
copies of these doenmenta may also be forthwith despatched to the 
next higher authority. . 

13A. To sanction advances for Admini* Full powers, subject to the 
departmental purposes strative proviso that all advances are 
for meeting expenditure Deplt. of duly and fully accounted for 
in connection with fairs, the Gov- within six months of the drawal 
functions, festivals etc. eniment. of suchr advances. Details of 
organised or celebrated the estimated expenditure sho* 

through the departmental uld be furnished by the Ofticer 

ageaey. asking for the advance and 

these should be incorporated in 
the Sanctions permitting the 
drawal of the advance. Stan- 
ding sanctions may be issued by 
I the department concerned in 

consultation with F. D. m jn 
respect of each cattle fair, 
ezmbitions, official functions 

r such as Rajasthan Day Cel^'' ' 

bration, Indspendenee Day"~ 
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Celtbrations etc. for meeting 
expenditure upto a prescribed 
ceiling in each occasion the 
Fair or exhibition or official 
fuactiun etc. is held subject to 
the limit of budget provision 
in each year. Permanent stan- 
ding sanctions' may also issue 
laying down upto what amount 
arm in how many instalments 
advance can bo drawn by O.A. 
D, on occasions such as Pe- 
public Day Celebrations and 
Independence Celebrations etc. 

14. To prescribe the form of Pull powers to Dtpartments of Gov- 
Security Bond to be oxec- ernment and Heads of Departments 
nted by a subordinate subject to the conditions prescribed in 
authority entrusted with the rules, 
the custody of cash, stores, 
etc. 

16. To obtain standard forms Full powers to Heads of Dspartmenti 
byihdenton the Printing who maydcicgatethis power to Heidiof 
and Stationery Depart- Offices eubordinafe to them, 
ment, 

16. To incut contingent ex- As laid down in the Appendix VIlI. 
penditure or expenditure 

on the purchase of stores. 

17. To make petty purchases To oil Heads of Departments upto Rs. 60/- 
* of stationery stores loc- in each case subject to a limit of Ra.'600/- 

per aimum, who may delegate it to Heads 
of offices Bubordmate to them subject to 
^ a limit of Rs. 10/- in each case and 

' Re. 100/- per annum, provided the Super- 

intendent Government Central Press con- 
cerned is unable to make the supply. 

18. ‘ To get printing work done To oil Heads 'of Departments up to a 

at'other than a Government limit of Be. 600/- in each case who may 
, I Press.- delegate it to Hoads of Offices subordi- 

.h Hate to them who may exercise these 

•1 powers subject to a limit of Es. 10/. in 

each case and Rs. 100/- per annum pro- 
' vided the Superintendent of Govem- 

> > ‘ Dtent Press concerned is unable to do the 

•- irork. 
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ExcepUon ' — To get print, 
ing and publica'ion work 
done at a Press other than 
a Gorenunent Press. 


19. To sanc'ion concessions for 
an i-rabie tr^a ment in 
accordincewi fa ru’es. 


Director of Pub'io Rs. 1 COO • in each 
Relations, Bajas- case pio^ided ihe 
than. Sjpenntendent.Gov 

erumeut Press is 
unable to do the 
work. 

Full powers to Departments of Gov. 
ernmen:. and Heads of Department. 


20 Dsstruotion of official 
records conneo'ed with 
accounts. 


21. To direct the payment, on 
the Us’ worki ig day of a 
month. then ty and allow- 
ances of Government sef* 
vants where the first six 
days of the following month 
are pnbliv. ho idays. 

22. To order ‘hs re e ition of 
Tindlsbursed pay or allow- 
an-es of Sabordlnate, 
minis’ erial and Class IV 
Servjo’s for a period not 
exceed ng hree months. 

23 To sanction Bafund of 
Depo^i 8 — 

( i } Revenue depouts. 

(ii) Civil Sc Criminal Court 
Deposits 

(iii) Djposi's mvlabyCon- 
tractors as Security for 
the duo per/jnnaace of 
the Contract. 


Full power* to Departments of Gov- 
enunent and Heads of Depar m nts 
subjec' to the observanea of rules 
prescribed therefor. 

Full powers to Departments of Gov- 
ernmen and Gsas I Heads of D partments 
subjec to the observance of rules 
prescribed therefor. 


FuM powers to all Heads of D^art- 
ment. 


Ful' powers to the authority which or- 
dered the acceptance of ihe deposits. 

-do. 


Fall p>weta to the Administrative Daptt. 
of the Givt and Heads of Deptt. 
Clasi I Others up to the eilea! of tbjir 
powe.s to sanction the contract. 


24. To sanorion refund of fines 
imposed in judicial cases 
and credited to treasury 
or sub-treasury. 

25. To idour expenditure on 
account of fees to P eaders 
engaged todefend indigent 
persons charged to murder 
or murder wtth adeooUy. 


Cour B realising fines may sanction their 
refund after the order reversing the 
sentence of fine has become final. 

Sessions Judges may incur expenditure 
in accordance with the rules. 




P^war to sanction lefunds 
oftbo ravonue or receipts 
of tho Ddpartmen con- 
cerned 


(i) Commissioners and Heads of Depart- 
1 1 ments C ass ‘I itip to Bs. 10,000/- in 
each case. . ^ . 

( li) CaUectors and Heads of Departments 
Class II up to Rs. 1,000/- m each 
eftM 

(Ui) Assi'tant CoIIec'ore — up to Bs-JOO/- 
in each case. _ ^ - 

(iv) Tehsi'dars — up to Rs 60/- in eaoli 
ca«j subject to a total of Rs. oOO/- 
, in a jear. ( 

(t) Conservator of Forests — up to Rs 
2.600/. in each case. 

Dy. Commissioner, Cuscom8’& Excise. 

(a) Excesi payments or over-colieo ions 
Full powers. 

(b) Money paid for licenses not sane- 
lioned-FuU powers. 

(o) Toother os:^es-up to Re. 100'* iii each 
ca.->e. 


(»i) Principals of Pull powetsin respo- 
Post Gradoate & et of refund ol fees 
Degree Colleges- m the ereat of award 
offres atudsntship, 
(vii) Director ofEdu* —,10 — ” 

cation. 

(viu) Prmclpals of Full powers iQ respect 
Inlennediale oC Cetund of fees 
CoUegsB aud in I he event of award 
Head Masters of of fee a udentahip'.”- 
High Schools. 

(ix) P. M. Os. of Refund of fees char 

Uoapttala and ged *in excess for 
District Medical buppli..B & services 
Officers of rendered the 

District Hoapi- Medical Instiluiions 
tals. under Dteir charge 

^ or wh'Te ' tho levy 

‘ of such oha ges is 

. . wa ved by compe- 

tent au,hyiity-FulJ 
’ powers. 

(x) Waior W rks , , , , 

, ■ and Electricity, , 

(o) ildministrativu Water rates and 
Deptt. of Govirn- -charges 'up to Ra 
“wtt. . 6.000/-in e.-chcaas 
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(5) Chief Engineer Wr.ter ra'es and 

cha'ges up to Bb. 
2 000/- tn each rasa 

(e) EiecotiT’e Ea- Water ra*e8 and 
gineer charges up to Bs 

250 -in e .ch caa^ 

(ti) Customs and 
Excise 

(o) Dy. ComnuB- Up to Rs 600/-in 
aioner. each case 

(6) Assistant Up to Rs 100/- in 

Commissioner each case. 

Note;— ‘Tbe shove powers wi’l ha exercised subject to the following iimi'a 
tiona and conditions. — 

(1) The claimant is legally entitled to Ihe refci d and where fees 

are remitted, the remission is done ly compe ent au hority 

(2) The cr-idit li verified by tbeTreamfy Officer 

(3) Toe ofiginil re disation is traced and reference to the refund 

h recorded against the original eD‘ry in the cash book or 
other doj itneac so as to preVC'it the entertainment of & doub'e 
or erroneous da m. 

(4) The refund is drawTi only on the d'mand and receipt of the 

person eniided to tne refund and not for d pos t pending 
' djmaiid. 

(5) In all other cases, the sanction of Government a} ould be 
o'ltained The Admmis'rative Department will before issuing 
orders, obtain the cojcurrenco of the Finance Department. 

Ojvaraaisnt of Rjjasthxn’s dowsion. 

Thi Claims for refund of Revenues do cot recuire pre-tUfii* by the 
Accountant G 2 neral’a Office. Such case? ehculd no*^ be referred to 
Accouitant Generul. 

27. To sanction write Adminis^rativo Deptt of Go- 

' off of loajes. Temment concerned up to Rs 

•2,0 K»/-in o .ch case 

-I • - I. Q. Police. 

. ^ CluefCon'erva'or of Foreits. Upto Bs. 

Director of Agriculture. 600/- in 

Divisional Comm ssioner. each case. 

I G Pcis ms. 

Commissioner. Excise uid 
Tc.mation. 
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OtI er bcada of deparl merits i p to Rs, 250/. 
ID eaih case. 

, Dirisiorat Coaimissioners ap to Ra. TSO/- 

in case of former State Bants. 

Notes: — 1. The power will be exerc sed subject to the fol’owi g 
conditions: — 

(1) The loss does not dise'ose any defect of eya'fin, the 
pcctifiration of uhieh may require tie orders of 
Government. 

(2) There is no serjoas reg’igence on the pnrt of Govemment 
servant o? Goverrment eervants, whuhroay necrseitate 
the recovery of a part or the who^eof ‘he loss from the 
Goiemment servan* or servants through whose negligence 
the loss waa brought about or may possibly call for 
disciplinary action requiiing the ordeis of Government. 

(3) The loss is not due to theft, embezz’ement or fraud. 

(41 The authority sanction rg ll e write off of losses of 
revenue and irrecoverable loans and advances is saMsfjed 
that al' possible s'eps. sort of a Ctri) suit, had been 
taken to eff-ct the recovery, 'hat luth stipshave not 
yielded rescl a and that a civil suit aou'd not yield 
any better resul s either because of lack of asse's or 
arrioui defects m title or other equa'Iy va'id leasons 
provided that in cases where the amount involved for 
' recovery is trifling i. e. not more tl an Rs. 5 /* and he 
authority competent to aauction write off considers that 

~ further efforts for recoveiy would not be worth while, 
he may write off the amount on his authority. 

2. This item includes writing off of losses of revenue, irrecover* 
fble loans and advances and of deficeicies, dcpreciaton etc. 
in the viluo of stores. (The expression “value of stores’* 
means ‘‘Rook value*’ where priced acernnts arenantained and 
‘•R‘‘placem«it Va’u^’ in o'ber cases) It does not, however, 
include cases of loss of cash in treasuries or sub-treasuries, 
who' her out of the treSfUiy balance or in the course of 
remittance. 

i^’opiea of all sanction to write off ebou’d be forwarded to the 
Aceoun'ant General for scrutiny und bringing to notice any d-feet or 
syst-m which may require atteution. The sane' loning authority must 
record Certificates that the conditions ],Jd down in Note/have been 
satisfied. ’ ' ‘ 

28. To sanction payment of Law Department. TJptoRs. 1,000/* in 
legal fees in criminal and each case, 

civil miscellaneous cases. 
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where no rules cxi«t to 
detennina the leg d tax 
able fees or where the 
amount of I g I taxable 
fees is in adequ te 
lookm? to tbs etatus of 
an adrocate. 

29. To declare any Stores as 

surplus or un-serviceablo 
and sanction their dts 
posal by public suction 
or destruction: 

30. To enter into Revenue 

Yielding contracts. 


SI. To sanction reduction of 
rent demuid from the 
rent Roll of a particular 
piece of land due either 
to the land being submer* 
ged in the bed of river 
or tanks or doe to con- 
struction of road or duo 
to Und being acquired 
for a public purpose, or 
a Khatedar djmg heir- 
less as a result of which 
land remain unoulttva- 
ted or where revenue 
yielding land was demar- 
cated and reserved as 
grazing ground under 
orders of the Collector of 
the Districts. 

32. To re deleg’tte any of the 
powers to their Bub- 
ojdmate Gazetted 

Officers. 


3 


Heads of Beptts. 
Close 1. 

Heads of Deptta. 
other than Class I 

Administr tive 
Departments. 
Hevdsof Dep-irt- 
ments Class I. 

Heads of D^tts. 
other than Class I. 

Board of Bevenue. 


Divisional 

Commissioners 

Collectors. 


Hpto Bs. 6,000/*. 


Upto Bs. 1,000/* 


Upto Bs 6,oooy- 

per annum. 

Dpto Rs 1,000/' 
per annum. 

Upto Rs 600/' 
per annum. 

Upto Bs • 200/* 
in each ossa. 

Upto Bb 100/* 
per annum 

Upto Rs. 60/*- 
in each case. 


Heads of Depart- Unless otherwise 

meats. provided elsewhere 

full powers with 
the approval of 
the Administrative 
Deptt. of the 
Secretariat and in 
case of financial 
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Subject * o these lunhe he 
Administra iTe Depart- 
ment may have po-ner 
to diveri funds from one 
work lo another, if nec- 
essary. 

>6 Payment of compensa ion 
of land npt<5 2 acres acqui- 
red for the cons rue ion 
of road by private n^^ 
tia icn by the Co tee ors 


Execuiue Upto Ks 600;* in each 

Sn^ineers case on the autbon y 

P-WD. (B&R) of Collectors who will 
verify the i aJuation and 
issue cer ifica'es 



APPENDIX V 

(See Rule IS). 

Closes of Contracts and Assurances of Property authorised by the 
Rajpramukh to be executed by subordinate Authorities on his behalf. 


In pursuance of clause (1) of Article 299 of the Constitution of India, 
His Higl^ess the Rajpramukh is pleased to direct that all contracts and all 
assurances of property made in the exercise of the executive powers of the 
Stale of Rajasthan shall be expressed to be made by the Rajpramukh and 
shall be executed on behalf of the Rajpramukh by — 

(a) a Secretary or Additional Secretary to the Government; 

(b) the Head of Departments; 

fe) the Collector of a District. 
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.APPENDIX VI, 

(See Rtde 45). 

Powers of Audit Officers to uYBVf objection to. or forego Recovery of, 

‘ ' irregular Expenditure in individual cases. 

Extracts from Article 248 of the Audit Code. First Edition (Reprint). 

.248. (I) In order to avoid unnecessary expenditure of time and labour 
on cases of a simple and unimportant character, it has been agreed that the 
Audit OflScers should exercise the following powers on behalf of Govemmeni. 
which may not be delegated to subordinate officers: — 

(aXJhe Accountant General and an Audit Officer of rank not lower 
(ban ‘that of Dy.“Accountani General may forego recovery of 
irregular expenditure not exceeding Rs. 50/- and Rs. 25/- 
respectively in any individual cases; and a Gazetted Officer in- 
charge of a Section of an Audit Office may exercise the same 
power up to -a limit of Rs. 5/- ' 

Note: — ^If the irregularity b such that it is likely to recur, the Government 
servant responsible should be told that the expenditure was irregular 
even if no recovery is made. 

(b) Some items are placed under objection, not because the whole or 
any portion of the expenditure is unjustifiable in itself but because 
it is not exactly covered by rule; or the authority for it is 
insuffident; or full proof, such as is afforded by su>voucbers. 
that'It his been incorred has not been produced In such cases 
- the Accountant General and Dy. Accountant General may forego 
recovery up to a linut of Rs. 100/- and Rs. 50/- respectively in 
each case if .the following conditions are fulfilled: — 

(i) .The expenditure must not be of a recurring nature. 

(ii) Where the objection is based on insufficiency of sanction, the 

Accountant Genera) must be satisfied that the authority 
empowered to sanction the expenditure would accord sanction 
if'i^uested to do so. 

..(ui)^ ^rhere.tbe objection is based on insuffidency of proof of pay- 
'ment. the Accountant General must be satisfied that undue 
' trouble would be caused by insistence on submission of full 
proof and must see no reason to doubt that the charge has 
actually been paid, 

, (c) .Where expenditure under objection has for any reason, become 
IrTecovcrabJe the Accountant General and an Audit Officer of rank 
not lower, than that of Dy. Accountant General, may write off an 
amount not exceeding Rs. 100/- and Rs. 50/- respectively in each 
case. ' 


Notes: — I. The powers conferred upon Audit Officer by these provisions shouM 
not be exercised m respect of items for the check or audit d 
‘which they have no authority, such as items in bills wh’ch 
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their offices receive and forward to another office for audit, 
Qt in respect of any amount outstanding under a Debt bead. 
In respect, however, of transactions relating to Savings Ba^, 
Money Orders and Bridsh Postal Orders which are adjusted 
under Debt and Remittance heads. Postal Audit Officers 
possess certain powers of waiving the recovery of petty 
amounts of over-payments and short realisations. 

Z. The powers conferred upon the Audit Officers by these pro- 
visions cannot be excrdasd in respect of objections to excesses . 
over technical estimates of works. 

3. Under the powers conferred by clause (c) above. Audit 
Officers may write off outstanding in Provident Fund 
Accounts when such outstanding arc not due to any mistake 
in accounting but represent over-payments established as 
irrecoverable for other reasons. 

(2) (a) In the case of payments on account of personal claims which 
are placed under objection more than a year or. in the Rajasthan six monUis. 
after the date on which they are disbursed, the Accountant General before 
demanding recovery should, subject to the provisions of clause (b) below, 
refer the matter for the orders of the Government concerned. If the order 
given is that recovery should be waived and the Accountant General is satis- 
fied with the action of Government, he wll withdraw the objection otherwise 
the circumstances of the case may be reported to the Legislature through the 
Audit Report. 

The power of accepung the ordera of Government in such cases is 
vested in the Accountant General personally and should not be delegated to 
subordinate officers. 

All cases in which the Accountant General has accepted the orders of 
Government to forego recovery without further action should be recorded in 
a register which should be reviewed by him quarterly, or at such interval as 
may be considered by him suitable. 

The register should invariably show, inter alia, how the over-pa;^ent 
occurred in each cast, what rules were contravened, the degree of responsibility 
attaching to the drawing and disbursing officers on the one hand and to the 
Audit Officer on the odicr, the reasons of Government for vraiving the re- 
covery. those of the Accountant General for accepting the Government’s 
orders and the remedial measures, if any, taken to prevent the recurrence of 
such cases. 

(b) The Union Government and State Governments have however, 
agreed that in respect of cases of the type referred to in (a) preceding, the 
Accountant General and Dy. Accountant General may forego recovery on 
their behalf if the amount involved does not exceed Rs. 100/- and Rs. 50/- 
respectively and they are satisfied ttat it was drawn by the Government 
servant concerned under a reasonable belief that he was entitled to it 

(3) The provisions of (1) and (2) above apply mutatis mutandis to 
over-payments discovered during local audits, and to non-recovery of Govern- 
ment dues in cases where it is the duty of Audit to watch recovery. 
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APPENDIX Vn 

(See Rule 65). 

Comptroller and Auditor General’s Directiotis for the prepara'ion and 
submission of the Annutd Establishment Return 

1. The detailed statement of permanent non-gazetted establishment, 
commonly known as the Annual Establishment Return, will be prepared m 
Form A. It will show accurately the establishment as it exists on April 1. 

Note: — No return is required in respect of a non-pensionable establishment. 

Supplementary instructions of the Accountant General. 

The Annual Establishment Return should be prepared in ^vo pa^. 
one for the permanent establishment including the permanent and officiating 
incumbents of permanent posts (in clear vacancies) and the other covering 
all temporary posts in existence on April I. 

2. The particulars in respect of all members of the establishment 
holdmg permanent posts, whether on duty or absent on foreign service, leave 
or deputation, or ir. temporary posts elsewhere or under suspension or in 
transit to another office, should be entered in the appropriate columns, with 
the exception of the following classes of Government servants: — 

(a) Government servants for whom records of service arc maintained 
by the Accountant General; 

(b) Government servants for whom service books are not required to 
be main tained. 

3. The return should show accurately the sanctioned scale of 
permanent establishment and so wifi include every post, whether filled or 
not If a post be vacant the word “Vacant” should be set against it in the 
colunai “Name of incumbent”. Posts sanctioned but not filled should be 
detailed at the foot of the return. 

4. There should be a separate return for each permanent establishment 
and not more than one establishment should ^ exhibited on a single page. 

5. The names should be entered in order of sections of the establish- 
ment. There should be a separate total for each section and a grand total 
for the wboVe 

6. (a) In column 1 the general orders should be entered once only; 
any other order should be enterro against every entry which it supports. 

(b) The date to be entered in column 2 is the date from which the 
Government servant has held the post continuously in an officiating, pro- 
visionally substan..'.e or substantive capacity, as the case may be. 

(c) Personal pay should be shown on a separate line immediately 
below the entry of pay in column 8. the orders of the competent authority 
sanctioning it being quoted in column I. 



If the pay entered in column 8 inciudes an increment allowed with 
effect from March 1, the entry should bc'dhecVed with the increment certificate 
which would accompany the April Ml. 

7. \Vhen the pay of an establishment or of an individual Govern- 
ment servant is met partly by Government and partly by local or other funds, 
the whole pay should be shown in the return and the portion payable from 
each source specified in a foot-note. 

8 The name of a Government servant officiating in a post and the 
amount of additional pay for offidaling drawn by him need not be' shovm 
unless ^the additional pay for officiating counts for pension. 

In the case of an establishment on a time-scale of pay, the names of 
all Government servants not belonging permanently to the cadre' but officiating 
in oermanent posts or holding temporary posts should be included' with an 
indication of the nature of the vacancies they fill. 

_ If the officiating incumbent holds a permanent post on another 
establishinent. the fact should be slated and the entry should be supported 
by a certificate from the head of that olher establishment. 

Supplementary insiructions of the Accouniant General. 

In the case of an establishment on a time-scale of pay the names of 
Ml Government servants not belonging pennanently to the cadre but offidating 
in permanent posts otherwise than tn clear vacancies or bolding temporary 
posts should be included in Part 71 of tbe Annual Return with 'an indication 
of the nature of the vacancies they fill. 

If a Government servant on the establishment has attained the age 
of compulsory retirement the number and dale of orders of the competent 
authority permitting his retention in service should be quoted in a note 
at the foot of the return. The period for which retention has been authorised 
or for which leave beyond the age of compulsory retirement has been 
granted should also be mentioned. If no orders for his retention have been 
received, the number and date of the application for sanction to his retention 
should be noted. 

A statement in Form B should be appended to the return, showing 
with relevant particulars the names which did not appear in the return of 
the previous year and those which appeared ir if-e return of the previous 
year but are now omitted, as well as the names of Government servants who 
were on leave or under suspension during the previous year. 

If a Government servant was transferred more than once in the pre- 
ceding year, the name of each office and post in which he was employe'd during 
the year should be mentioned with dates in column 2 of the statement. 

As the return will be the chief authority by which pension claims will 
be tested later, both the statements (forms A and B) should ^fter -completion 
be checked carefully with the serri« books, and a certificate of this fheck 
should be endorsed on each. 



In the case of -establishment home on a Provincial or amalgamated 
cadre separate returns 'should be furnished to the Controlling Officer, who 
should consolidate them into one return. The certificate of comparison with 
service books on the consolidated return should be as follows — 

“Certified by Heads of Offices to have been verified with service 
books.” 

The'rctum should be transmtted to the Accountant General as early 
as possible after March 1, and, in any case not later than May 15. 

Note : — In the case of establishments on tune-scales of pay the Accountant 
General may require the submission of the return in duplicate. 

These directions apply equally in respect of local funds establishment, 
the claims to pension for which are submitted to the Accountant General 
for verification of service and report. 
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Compared with service book and found correct. 
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ANNEXDEE A. 


S. Description oj the Powerandteslricliovsclc. 

No expendilvre. 



1 Adrertisement char- (1) Secretary Public Service Commission and 

ges the Chief Pngineers. hare foil po-wers to 

incur expenditure on ftdTertisement 
charges 

(2) Tn the case of other officers required to 
issno advertisement, the gcniral linuts 
specified in this Appendix will apply 
nniess there be any special orders of the 
OoTomment to the contrarj*. 

i. — initial or AdHtiosial Snpply 

2 Bicycles. (1) Head^ of departments may sanction the 

purchase of bicycles for the use of mesaen* 
gera employed in their own offices or 
offices eobordinstc to them where each 
supply is rendered necessary by the requ- 
irements of public business, proTlued 
that — 

(•) thepriceofeach bioycio docs not exceed 
Bb. 300; 

(ii) not more than one bicsclo is provided 
for any one officer srilhout the general 
or special sanction of Gorernment; 

(ill) Coremment bicycles shall not bo used for 
private purpose ; and 

(ip) before sanctioning any such purchase 
the sanctioning authority should consider 
whether in view of the saving of 
time effected, by the use of bicycles a 
simultaneous rcu^nction can be made in 
fhedassn' establishment ofihe office 
concerned ; 

(p) there is provision in the budget. 

Departments of Government may re’ax the 
condition in proviso (ii) above. 

II— Repairs. 

(2) The head of an office may have an ofiicia! 
biiycle repaired locally or at the nearest 
r^aiting centre. 
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111 — Rtntuals 

(3) Officers nvt below the rank of Distrai 
Officer ha%e full powers subject to tbe 
provisos (i) and (e) tojjara (1) above for 
♦he purtdiase of a new bicycle tn place 
of one condemned. 

Note —A bicycle should not ordinarily be 
condemned before it has been in use for 
3 years. 

3. Carriage of Records. Subject to the gaieral limits prescribed in 

this Appendix. 

4. Conveyance hire. When anou*gazeited or a Class IV Guveru- 

Rient servant is despatched on duty to a place 
at some distance from h)s office, oris summoned 
to his office outside the ordinary hours of duty 
by a special order of a gazett^ officer, the 
expenditure involved may be reimbursed 
to theGovermeut servant with the sanction 
of the ^ad of the office and charged to con- 
t Ingencies, provided— 

(t) that the head of the office certified that 
the expenditure actually incurred was 
unavoidable and within the sche* 
duled scale of charges for the conveyance 
used; 

(ii) that the Government servant is not 
entitled to draw travelling allowance 
under the ordinary rules for the jour- 
ney, and that he is not granted any 
compensatory leave and does not and 
^vill not otherwise receive any special 
remuneration for the performance of 
the dwty which ueceautatcd the jouniey. 

5. Electric and Water (1) Charges on account of electric energy and 
charges. water consumed in a Government office 

may be incorred under the orders of the 
head of the ofTioe. 

(2) Charges on account of gas, electricity or 
water cemaomed in the Government work- 
shop ^11 be governed by special orders 
of Government. 
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not official, and may not there, 
fore, be sent at the pablio 
expense. 

(2) Whenever the cost of an establish* 
meat is divided between two 
heads, the charge for service pos- 
tage i!tHnii)B&'ciibe4'rvi4e6mttie 
same proportion. 

(in) jti the absence of any special orders to the 
contrary^ postage stamps only should 
be uB^^m payment of telegrams deg* 
patched on public service, whether sent 
from Government or Railway Telegraph 
offices. 

KorB Telegraph offices are required to show 
in receipt for a State telegram the 
amount paid for it in semoe stamps 
and also to write prominently on the 
receipt the word “State’’. 

(»v) ^ Government servant is compelled to 

send a telegram at a time when he is 
temporarily without service stamps he 
should pay for it in case and the receipt 
granted to him will state the value of tne 
telegram, but will not bear on it the word 
“State”- The value of such telegrams as 
are paid for in case may be subsequently 
drawn in a contingent bill, a certificate 
signed by the head of the office that the 
telegram woe sent on State business and 
that cash payment waa unavoidable being 
attached to the sub-voucher concerned. 

Not® J—Boohs for telegram forma required 
for ollidal ns© may be obtain^ on 
payment from any principal Telegraph 
Offico. 

(tr) Xf A Government official asks for the repeti- 
tion of a telegram received by him in 
hie oQicial capacity, be sball not be 
required to pay any transmission charges 
in the first instance. If, however, the 
repetition reveals no error on the part 
of the telegraph service the necessary 
charge urill he recovered. 
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(ci) Foreign State telegrams can be issued by 
tbe ollioers srho Have been spedaJly 
anthoiifed to do ao. A list of such 
officers is giren in the Indian Telegraph 
Goide. 

If a GoTemment serrant not entitled to send 
A foreign State telegram finds it necessary 
in the interest of the Pnbljc service to do so, 
he ehonld rend the message throngh some 
higher anthorily empove^ to issue such 
tel^rama. 

ff/— ^Twrimission on rafue Paifailt Pandt, or 
^oney 

(oit) The aanction of a competent anthority for 
the pnrcbaee of an article ctir.'ee vith it 
the sanct on for incurring necesjaiy charges 
for postal commission on Value Fanbls 
Paresis when the article is necessarily to 
be brooght by value payable parcel, pro. 
vided that the cost of the article including 
the postal coaraisson is srithin the aane. 
tiooisg power of the authorities that 
sanction the purchase. 

(n'l’i) Pay and allowances due to Government 
eerrants maybe remitted to the payee 
at the cost of Govemment in the following 
cases:— 

(a) Pay, travelling and other allowances and 
contingent chargee of snbordjnate Got- 
emmei.t serrante employed in oatlaying 
stations may be remitted by money c^der 
at Govenimcnt expense, when the 
stations are at a distance of more than 
five mi’es from the nearest treasury or 
from the remitting office at which aUch 
charges are drawn, proTUed that fhe 
money order commission ehonld not 
amount to more than the travelling 
allowance payable if a messenger were 
sent to encash the hill, cash order or 
Government draft aa the case may be. 

Note ; — In special circumstance when a guit- 
able messenger is not available or the 
jonmeyis risky, thebeadofad^art- 
mentmay permit such remittance even 
though the money order oomminioa 
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exceeds the travelling alJovanoe 
that might be payab’e had a 
messeDger been employed. 

(h) Chargos for remittance by postal money 
order of money doe to contractors or 
8appier->eto sh mid not ordinarily arise 
When, however, remittance by money order 
is onavoidable and f con^ dered necessary 
in the inter- st of pijbbc service the cost of 
anch remittance shotild be debited to 
Government with the special sanction of 
the head of the department concerned. 

21 Publications Same powers a** maybe exercised for inenrring 

eipendi'ure on recorring items. The Heads 
of Departments may issue general and special 
directioD*- in regard to purchase of Newspaper 
hool.8, maps and other periodical publication 
by snbordmate (fficers according to require- 
ments All th'- Departmental heads and 
particularly the Development Commissioner 
and the Director of Sdneation should issue 
oeceasaij direcitoss in this regard. 

22 Bent. The rent of any private land or building oeca< 

pied for public purpo'es shou’d be paid by the 
Office or Department occupying it, and recor- 
ded in th' accoonts as b charge of that office 
Or department 

The first chrrgo made in every year in any 
contingent Bill *or the rent of a private bail- 
<ling should bo supported by a certificate from 
the Executive Engineer concerned that a 
Suitable building belonging to Government is 
Uot available for the purpose and that the 
rental changed is reasonable At placeswhere 
ho Executive Eng'neera are posted, if the rent 
of the buildiog does not exceed Es. 25 - p. m., 
a certificate from the Aa3i3*-ant Engineer 
B.W.D. wfi/ be sTzfffcfeof. 

The certificate should be in the following form 
“Certified (hat a suitable baildine belonging to 
the Government is not available for the 


purpose of frr which the building is 

required, and that the ren*al charges viz. 
Rs which works out to 


% of th- present day cost of th“ building 
calculated according to sub-sect ion (b)rif section 
3 of the Bniastban Premises ( Requisition and 
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Eviction) Ordinance (Amendment) Act, 1952 
dated Sist May, 1952 is reasonable. The 
accommodation orailable in tbe building is as 
given belofv and is not in excess of the mini* 

mumcenairementsof .for the purpose 

stated above/* 

Sub|eet to the conditions specified above and 
in absence of any rules or orders applicable to 
any particular department, Heads of Hepait- 
meats are authorised to sanction in any one 
case the renting of lands and buildings requ- 
ired for public purposes within the limits 
specified below: 

(i) Ordinary office accommodation: 

(a) Where the (I) Administra- Bs. 300/- 

accommoda- live Heptt. pm. 
tion is of Govern- 

provided in ment. 

a separate 

building. (2) Head of Bs 200/- 

peptt.C2a«8 pm. 

(3) Head of Be. 100/- 
Eeptt. other p.m. 
than Class I. 

provided — 

(i) the rental amount 
does not exceed 6% 
on the capital cost of 
the building as certi- 
fied by the P.W.D 
Authorities. 

(ii) and the rent already 
agreed upon by th* 
land lord is not sou- 
ght to be increased 
except in the manner 
and up to the extent 
permissible in law, 

(b) Where the accom- One half of the 
modation is provi- total rent subject 
ded in a building to a maximum of 
partly used as a Ba 100/- permonth. 
private residence. 
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(c) For residential Up to a maximum 
and other iimit of Rs 300 - a 

purposes. year 

The responsibility for the recorery of reut from 
Goremment serraots occupying the bui'dmg 
rented will rest with the Head of the 
Depart ment 

Heads of Departments may invoke the he^p of 
the Public Works Department in biting the 
necessary accommodation under powers vested 
in them whenever they require such help, but 
in all each cases the expenditure involved in 
hiring will be cbaiged to the Department 
concerned. 

23. Repairs to erection Unless In any case there are s^iific orders 

and removal of ma- of Govtnaioat restricting or limiting the 
chinery. powers of any subordinate authority, beads of 

Departments exercise full powers for incuTTable 
expenditore on the repairs to rod erection and 
removal of machinery purcha^ at Govomment 
cost. 

24. Kewarda, Fees, Bonus Full powers to Heads of Departments to 

etc (other than fees sanction rewards fees bonus etc (other than 
orHonoraria) gran- fees or honoraria) granted to Government 
ted to Govemment scrrjmtB under the Service Rules subjectto the 
servants under the limits of the Budget provision specially made 
Service Code. to meetthis expenditure, provided the rewards 

etc. are given according to the prescribed scales 
Rules for the grant of rewards etc. will have 
to be drawn op In respect of all departments 
or catteries of posts Of in rcssepect of which 
rewards have to be granted The j ower to 
grant rewards shoo'd not be exercised in the 
absence of rules. 

(Note: — ^N ecessary rules will have to be framed 
by the Departm'nts conc'^med in 
consultation with the F, D. if this 
has not be n done already). 

2d. Beotioa writing and (1) No charges may be incnired on section- 
copying writing etc. ».e for copying manuscripts 

or for similar woik by piece work or 
otherwise by private agency without tb' 
previous Sanction of the authority com- 
petent, to Kinetion the entcTtairment <f 
a corresponding temporary establishment 




The sanction shonld specify the nnmber 
of men, the number of words to be copied 
per rupee and the rate for tabular work. 
The sanction may be given to the expen* 
diture of a 8p3cified maximum sum in 
a fixed period and the bills must state 
the number of persons paid and the 
amount of matter. 

(2) No person in receipt of pay from Govern- 
ment can be remun'^rated for section- 
writing save with special sanction of 
Government and no periodical allowance 
may be charged as seotion-writing 

26. Supply of Electric The initial supply of bulbs along with the 

lamps (Bulbs) eleotrio instaltaticm in all non-residential 

buildings will be made by Public Works 
Eepariment 

Subsequent replacement in all common 
places in bni dings occupied by more than one 
d’partmcnt will also be made by <he Public 
Works Department. 

Subsequent replacement is other places 
occupied by any particular department will be 
the liability of the Department concerned. 
For this purpose the powers of departmental 
officers to incur expenditure will be governed 
by gmeral limits specified for non-recurring 
contingent expenditure. 

27. Supply of water for Subject to such restrictions as maybeim- 

dnnkmg etc. and posed by heads of Departments heads of offices 
dusking offices. may be authorised to make small monthly pay- 

ments to Government ' Bervants for supplying 
drinking Water or for dusting offices or for act- 
ing as night watchman or for similar services 
in addition to Ibeir own services, provi'led that — 

(») the payments are of a purely contingent 
character, and are drawn on contin- 
gent bills and may he withdrawn at 
any time ; 

(*») the amount wiU not count for leave 
salary or pension ; 

(m) in the case of Government servants 
already in permanent employ in receipt 




295 


2 


3 


28. Tazw, Uttoidpat. 


29. Telepbena charges 


SO. Tests acd Camp 
rnniitsre. 


of a monihly rate of pay, the payments 
mnsinot exceed P*5. lO/- a month in 
any one case, and the head of the OOice 
most, in sanctioning any each payment, 
record his reasons therefor and must 
satisfyUmself— 

to) that the worh to be done is really 
neOtesary. 

(6) that it is outside th“ scope or duties 
of the Government servant on the 
permanent etablishment, 

(e) that the grant of extra alloivance to 
any such Govemment s^-rvant is dis- 
tiocily more economical than the 
employment of a fresh agency. 

All officers authorised to draw eoniingent 
bills may sanction payment of munidpal taxes 
On Govemment property, and tell fees, what- 
ever be the amount when such taxes have 
been by competent authority. 

Departments of Govemment and Class I 
Eeadsof Departments are authoriied to sanction 
telephone rents for connections of Govemment 
offices with existing te’ephene ^tems. what- 
ever be the amount. 

The initial supply of tents requires the 
sanction of Govemment. O-ice the supply is 
sanctioned, the bead of the Department may 
sanction each individual purchase. 

Charges for repairs to and carriage ofxents 
may bo incurred under the sanction, general or 
specific, of the head of the Department con- 
cerned. 


Purchase at Government expense of camp 
fermture for use on tours is regulated by scales 
prescribed by general or special orders of 
Govemment. 

Tjpewriters, Calcnla- Departments of Government and heads of 
fingMachines etc. Departmentsmay.eubjecttoaspecificproTision 
in th" budget, buy typewriters of mahfji appro- 
ved by Govemment, provided in cases of 
replacement a machine is not renewed 
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it has been in use for 10 years. The parchase 
of typewriters as well as copying maohines, 
duplicators, calculating machines etc. for use 
in QoTenmeat offices will be subject to the 
“Rules for the supply uid use o! Stationery 
Stores.** 

32. Windup and Heads of Dopaxtmenta may authorise 

regulating office docks charges on account of winding and regulating 
maintenance of call* of office clocks and maintenance of callbells 
bells etc. etc- up to Re. 15/- per mensem in any one 

office. 




APPENDIX IX 
, (See Rule 279} 

RegultUiom fur the cimlitci <>/ the Audit of Stores and Slock. AccomUi 

1 The Audit of stores accounts kept m an> ollite or department ot 
Government shall be directed to astcriainmg that the departmental regulations 
governing purchase, receipt and issue, custody, condemnation, sale and 
stock-taking of stores are well devised and properly carried into elfect. and 
to bring to the notice of Government anv important deficiencies in quantities 
of stores held, or any grave defects in the system of control 

2 As regards purchases of stores Audit wiU see that - 

(i) these arc properly sanctioned, are made economically and in 
accordance with any rules or orders made by competent authority 
for purchase of stores required for the public service, in particular 
when stores are purchased from contractors the system of open 
competitive tender is adopted and the purchase is made from the 
lowest tenderer unless there arc recorded reasons to the contrary, 

(u) the rates paid agree with those shown in the contract or agreement 
made for the supply of the stores. 

(ill) certificates of quality and quantity arc furnbhed by the passing 
and receiving oflicers before payment is made, except where the 
contrary is allowed by the rules of Government regulating 
purchase of stores, and 

(Iv) purchase orders have not been split up so as to avoid the 
necessity for obtaining the sanction of higher authority required 
with reference to the total amount of the orders. 

Audit should call attention to cases of uneconomical purchases of 
stores and to any losses, which may be clearly and definitely attributed to 
the defective or inferior nature of stores which were accepted and certified 
19 be satisfactorily in quality 

3. Audit should ascertain that the accounts of receipts of stores 
whether purchased, or otherwise obtained and of their issues and balances 
arc correctly maintained. Where a sale has been prescribed by Government 
or other authority for issue of stores of any particular kind, it should be 
seen ih.it the scale is not exceeded. 

4 SlOTcs, in many cases, represent a locking up of capital which is 
not jusiihable unless essential In order to clTect economy in this direction. 
Audit will see that the balance m hand does not exceed the maximum limit 
prescribed by competent authority and Is not in excess of requirements for 
a reasonable period 

5 The accounting for and maintenance of unserviceable stores, 
which cannot he utilised by the department in whose custody they are kept 
involve waste of labour and space. The retention of stores in excess of the 
pmbable requirements of the department in the neat future m.ay result in 
loss to Government through deterioration Audi^siU, thereKnt. see that 



measiircb aic taken to survey, segregate and consider the disposal ol 
unserviceable, surplus and obsolete stores m accordance wilh the procedure 
prescribed by Government in this behalf. 

6 It IS an important function of Audit to ascertain that the arficles 
are counted periodical!) and otherwise examined to verify the accuracy ot 
the quantity balances in the books Audit shall not, except when specia!l> 
authorised to do so, assume responsibility for the physical ’verification of 
stores, but it has the right to investigate balances of stores, if any discrepan- 
cies in the stores accounts suggest that such action is necessary Audit has, 
however, to see that a certificate of veriGcalion of stores is recorded perio- 
dically by a responsible authonly. that the system of verification adopted 
by the Executive is adequate and proper, that discrepancies found on stock- 
taking are properly investigated and adjusted and that, wherever possib'e, 
the staff responsible for the xenrtcalion is independent of the staff which K 
responsible for the phjsical custody of the stock or for keeping accounts of 
It It should also be seen that, wherever practicable verifiers of stock work 
directly under the control of Government and not under the heads of 
individual departments 

7 Where a priced account is maintained. Audit will see that’— 

(i) the stores are priced witli reasonable accuracy and the rales iniiially 

fixed are reviewed from lime to lime, are co-relaied with niarkci 
rales and revised where necessary, 

(ii) the value accounts tally with the accounts of works and of 
departments connected with stores transactions, that the lota! of 
the valued account tallies wilh the outstanding amount in the 
general accounts, and that the numerical balance of stock materials 

^ IS reconcilable with the total of value balances m the accounts 

at the rates applicable to the various classes of stores, and 

(ui) steps are taken for the adjustment of profits ot losses due to 
revaluation, stock-taking, or other causes, and that these arc not 
indicative of any serious disregard of rules 

8 The procedure for the conduct of audit of any stores and stock 
accounts and the extent to which those accounts should be examined by 
Audit will be such as may be agreed upon between Government and the 
Accountant Genera! 

9 The procedure prescribed by the Comptroller and Auditor General 
for raising and pursuing audit objections m relation to expenditure shall 
'guiRTi'dliy •HiJih) 'rvSJ2R.nf. niubJ. ohjfrJinns, on- ans^ acmimls. rif. sionts and. 
stock. Where necessary, separate rules of procedure shall be laid down h> 
the Accountant General with the concurrence of Government 
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Nolei — I Daily labourers employed in Public Works Deparlnicnt 
(Irrigalion as well as Buildings and Roads) may be granted actual 
travelling expenses m advance under this clause. 

2 The leave salary of a Government servant in inferior service 
during the one month’s extra leave on average pay granted under 
this rule is not subject to the usual condition that there will be 
no extra expense to Government. 

(ui) If a Gosernment servant is drawing not more than Rs. 35 per 
mensem, he may be granted in addition to the terms mentioned in 
clause (ii) above, maintenance allowance during treatment as well 
as during the journey to and from the Pasteur Institute at the 
rale of daily allowance admissible to his grade under Travelling 
Allowance Rules. 

(iv) If a Govcrnmcnl servant drawing not more than Rs. 100 per 
mensem is by reason of age or other sufficient cause, incapable 
of travelling alone and, therefore, requires an attendant to 
accompany him and is unable to pay the expenses, he may be 
allowed. — 

(a) actual travelling expenses, namely, a single railwayTare each 
way if no railway concession is granted and for journeys by 
road or by nver or ocean steamer, the actual cost of transit 
not exec^mg the travelling allowance admissible to the 
patient himself; 

(b) maintenance allowance if admissible <\ii/e clause (ill) above) 
at the rate sanctioned for the patient; and 

(c) wages not exceeding 8 annas a day if the patient is unable to 
pay the daily expenses of the aiiendanu 

Note —More than one attendant may be allowed in special cases, eg. when 
the patient is a woman and in addition to one attendant, is 
compelled to take one or more children with her. 

(v) A Government servant, whose substantive pay docs not exceed 

Rs 50 per mensem and who is not admitted as an indoor patient 
at an Institute for anti-rabic treatment, may be granted actual 
conveyance charges to and from the Institute for the actual days 
of his attendance, provided that the medical officer, after taking 
into consideration the nature of his wound and the distance he ha> 
to travel, certifies that the patient is unable to walk and requires 
a conveyance. 

(vi) A member of the family of a Government servant whose substantive 

pay does not exceed Rs. 50 per mensem, when proceeding to 4 
Pasteur Institute for anti-iabic treatment should be grantra the 
following concessions: — 

(a) Actual travelling expenses for himself or herself and for one 
attendant, if necessary, at the rate to which tlie Governmeul 
servant concerned is entitled; and 
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(b) the payment of the cobt of anti-iabic ticatmenl 

fvii) Any Government icrvanl whose substantive pay exceeds Rs 50 
but does not exceed Rs 50Q per mensem may, if a member of his 
family is bitten by rabit aniinal and he has difficulty m hndinj; at 
once the means of sending him or her to a Pasteur Instilule, be 
granted an advance not exceeding the actual travelling expenses 
of the person bitten, to the Institute and bad. namely, (a) single 
fare each way by railway of the class by which the Govemmcnl 
servant concerned is entitled to travel on duty, and (b) for 
journeys by road or by river or ocean steamers the actual cost of 
transit not exceeding the travelling allowance admissible for 
journeys of the Government servant under ordinary rules plus one 
month's substantive pay, if. however, his substantive pay does not 
exceed Rs 100 per mensem, and advance of Iravellmg expenses 
for an attendant may. if necessary, be also given al the rate 
sanctioned for the patient. 

(viii) The advance of travelling allowance granted under clauses (ii) and 
<vi0 above shouW be adjusted m full on submission of the 
Government servants travelling allowance bill Other advances 
mentioned above will be recovered m not less than three but not 
more than twelve monthly msulmenis In the case of advances 
granted under clause (vii) above, if special circumstances exist 
which warrant the grant of a further concession to a person 
drawing not more than Rs 100 per mensem, the recovery of the 
amount advanced as travelling expenses for the attendant may be 
waived altogether or in part 

No/e;— The amount of the advance to be recovered monthly should be hxed 
in whole rupees, the balance being recovered m the last instalment. 

fix) The concessions may be sanctioned by administrative Departments 
of the Rajasthan Government, who may, m respect of Govern- 
ment servants under their administrative control, delegate the 
powers in full, or in part to any authority subordinate to them 

Notts: — 1. The power to sanction the grant of the concessions laid down in 
these rules have been delegated to the heads of departments in 
respect of Government servants employed under them 

2. The expenditure involved in granting the concessions under 
clauses lii'O, liv), fv> and tvfj should be met Irom the appropriation 
for contingencies of the office to which the Government servant 
concerned belongs. 

(x) The Director of a Pasteur Institute may. on production of a 
satisfactory proof of identity and of adequate evidence that the 
patient or a Government servant, did not receive an advance of 
not exceeding one month's substanuve pay, intimating the grant 
recoverable loan, grant to such a Government servant an advance 
not exceeding one month’s subsiartivc pay, intimating the grant 
.to the head of the department to which the Government servant 
belongs with a view to the recovery of the sum advanced from 
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Ills pay in nol less llwn three but not more than twelve mnntiiiv 
instalments The proof furnished by tlic Government servant 
will be made a voucher and the charge will be recovered by the 
Director from the local Treasury Ofliccr, who will arrange to pass 
It on to (he Accountant GeneraC Rajasthan Subject to the same 
conditions of proof and recovery, the Director may also make, in 
very special cases, a further advance, not exceeding half a month’s 
substantive pay, to a Government servant who lias already 
received an advance of one month’s pay before his departure 
for the Institute but has run short of funds while under treatment 
Subject (o the same conditions of proof and recovery, the Director 
may also pay as an advance the maintenance and return journey 
expenses of Government servants drawing not more than Rs 2'i 
per mensem op to the amount admissible under clauses fii) and 
fill) above, any of the above advances may abo be granted 
subject to (he above conditions of proof and recovery, if applied 
for m the case of the family of a Government servant undergoing 
treatment at the Institute 

fxiv'^hc above concessions may be extended to a Government servant 
without a hen on a permanent post while ofiiciat'me in a permanent 
or temporary post, the pay which he may draw wmlc so olTiciattng 
being taken as the '‘substantive pay" for the purpose of these 
rules The grant of the concessions iti such a case is not subject 
to the usual condition (hat there must be no extra expense (n 
Government, 'O far as the one month's extra Icas’e on average 
pay mentioned in clause fii) is concerned 


2 fl) Any indigent person unconnected with Government service who 
IS bitten by a rabit animal but is unable to proceed to a Pasteur Institute at 
ills own expense and who is not assisted from private sources may be 
granted — 

(i) a single third class fare by rad and actual expenses of journey by 
road, river or ocean steamer as the case may be, to the Institute 
and back. 


(ii) maintenance allowance at the rate of -/8/- per diem 

(ni) the cost on account of one or more attendants as in clause (iv) 
of Rule 1. 

Note These concessions may be sanctioned by such authorities as may be 
empowered to do so by the Administrative Department concerned 
-(except that the n«mtenan<» allowance, the return journey charges 
and the conveyance charges from the station to the Institute, if 

• necessary, will be paid.by the Director of the Institute) 

(2) The Director may also make advances to indigent persons who 
come to the Institute paying their own expenses up to the landing station 
but arc unable to pay the conveyance charges for the further onward journey 
or to maintain themselves there or to pay for their return journeys The 
possibility of recovering these advances should then be investigated m the 
tollowing manner: — 

• The Director should correspond direct with the o/Iicers incharge of 

’ , , the district to which the patients, to whom advances. have beer 
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made, belong and should ask ihem to lake o\cr for investigaiion 
of claims in respect of the advances made District Ofliccrs 
should abo take over these claims as soon as tlie> arc satislied 
that the persons who received the advances actually belong to 
their districts and should inform the Director that they have done 
so The Director should then recover the amounts advanced 
from the treasury, producing the Distncc Oflicers’ acceptance 
as vouchers, and the claims should then be passed on to the 
Accountant General concerned to be adjusted as the amounts 
advanced are recovered or wnllen olf Any sura which is found 
to be irrecoverable after being passed on to a District Officer will 
be adjusted by debit to the head “57 — Miscellaneous charges for 
the treatment of patients of the Pasteur Institute” Otherwise. 
i.e. if no District Officer takes over the claim, the Director will 
send to the Treasury Oflitcr a certificate to this effect on which 
the advance will be refunded to the Director The amount will 
then be adjusted finally in the books of the Accountant General 
under the head specih^ above 

(3) With regard to indigent patient who arc sent for treatment, from 
the P 2 u.teur Institute to a Hospital, the Director will in the first instance defray 
the expenses connected with their diet and hospital charges and m case of 
death, of their burial or cremation, as the case may be, and recover the tost 
m the same way as m the cases referred to m sub-rule (2) above or clause (ii) 
of Rule 4, as the case may be 

3. An inJiraaiion in Form O F. R 22 should be sent cither with the 
patient (in a closed cover addressed to the Director of the Insuiutc) or 
with as little delay as possible after the despatch of the patient 

4. Allowances for certified indigents and, when admissible, for ibcir 
attendants also, will be draw'n by the Director of the Institute under the 
following rules: — 

(i) Conveyance charges from the landing station to the Institute may 

be paid by the Director in exceptional cases in which indigent 
patients are not sufficiently provided with funds for their onward 
journey and are unable to travel on foot owing to the seventy of 
their wounds, ill health or old age. Such charges will be supported 
by a certificate of indigence, insufficiency of funds supplied and 
incapacity of the patient to travel on fool and vvjJJ be recovered 
from the local treasury. 

(ii) Maintenance charges for days spent at the Institute will be advanced 

by the Director and recovered by him from the local Treasury 
Officer. No refund will be made by the Treasury Officer for any 
advance made unless vouched for by a certificate stating 
indigence and the fund from which the expenditure is to 
be met. 

(iii) Travelling allowances and maintenance charges for the return 

journey will be paid by the Director of the Institute according to 
the rates admi'sible to patient and will be recovered from the 
local Treasury Officer. The charges will be supported by the 
intimation received from the officer who is responsible for the 
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otiginal advance and a discharge certificate from, the Director in 
respect of each individual to rvhom jidvanccs are made on these 
accounts. 

Nates: — 1. This rule may be amended in respect of any Institute under his 
administrative control by the Head of the Local Administration 
concerned. 

2 These advances will be made from the permanent advance and 
will be recouped on consolidated bills. 

5. The cost of anli-rabic treatment of all employees of the Rajasthan 
Government, when treated at a Pasteur Institute, should be reimbursed to 
the Institute m accordance with the following rules: — 

(i) In the case of Government servants whose substantive pay 
exceeds Rs. 100 per mensem the charges should be recovered 
from the individuals concerned direct by the Director of the 
Institute at which the patient is ircaled. 

(ii) In tlic case of a Government servant whose substantive pay. docs 
not exceed Rs. 100 per mensem, the charges should be recovered 
from the authority under which be is employed, through quarterly 
bills. The expenditure should be met from the appropriation for 
“contingencies” the office to which the Government servant 
concerned belongs. 

(ill) In the case of indigent persons belonging to ccutrally administered 
areas and ocher states (he charges should be recovered by the 
Pasteur Insiicutc from tlie Administration whose officers send 
such a patient for anti-rabic treatment, by submission of quarterly 
bills. 

When paid by Governmcnt.thc payment in such cases will be debited 
to the head ”57 — Miscellaneous — Miscellaneous Charges for the treatment 
of patients at ffie Pasteur Institute.'* 
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APPENDIX XI 
(See Rule 168) 

Rules made by the Comptmller and Auditor General for Resulaiins 
the Preparation of Lxtst Pay Certificates in cases of Transfers on diit), or of 
Return from Leave. 

(1) Transfers on duty may be of two kinds; — 

fi) A Government servant may proceed on dm> from one province or 
circle of audit to another 

(ii) A Government servant may proceed on duly from one place to 
another in the same province or circle of audit 

(2) In the former case the certificate should be given as follows- — 

fa) If the Government servant is employed at the station of the 
Accountant General of his province, the certificate should be given 
by that officer provided that the system of payment after pre-audit 
IS followed m the audit office: otherwise the procedure laid down 
m clause (b) below should be adopted 

(b) If he has to pass through that station on his way to his new 
province, the certificate should be given by the officer incharge 
of the treasury from which he last drew pay and countersigned 
by the Accountant Genera). 

(c) If he is not employed at. and has not to pass through, the Accoun- 
tant General's station, the certificate should be given by the officer- 
in<harge of the treasury and a duplicate of it should be forwarded 
by the Treasury Officer to the Accountant General for counter- 
signature and transmission to the Accountant General of the 
transferred Government servant’s new province 

Exception. — As an exception (o the preceding rules, the last pay certificates 
of non-ga7etted Government servants transferred from one 
province or circle of audit to another may be given by the head 
of the office and need not be countersigned by the Accountant 
General concerned but in the case of transfers out of India, the 
last pay certificate should be signed by the Accountant General 

(3) In the second case of transfer, the Government servant should 
obtain a last pay certificate from the officer-in-charge of the treasury from 
which he last drew pay, or if he is a non-gaTCtted Government servant, from 
the head of the office under whom he was last employed 

(4) A Government servant who has drawn his leave salary in India 
should, before returning to duty, obtain a last pay certificate from the Accoun- 
tant General by whom, or within whose jurisdiction, his leave salary wav 
last paid. 

f5) The last pay certificate shall be prepared in all cases mentioned 
above in the form shown in the Annexure. 'This form provides for details 
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fund deductions, although the officer preparing the bills is responsible 
eir correctness: but the offi^r preparing the last pay certificate is 
isible not only for entering in the certificate all demands against the 
ting Government servant, including any made under an order of 
ment of his pay by a Court of Law of which he may have received 
before granting the certificate, but also for parsing on any of which he 
ifterwards receive notice to the treasury or the disbursing office from 
the Government servant will in future draw pay. 

The Officer preparing the last pay certificate should also enter details 
:ard to any Insurance policies being financed from a Provident Fund, 
ting the name of Insurance Company or Stale Insurance Department, 
olicy No., the amount due and the due date for the payment of 
um. 


(6) In all cases of transfers from one district to another within the 
audit circle, the last pay certificate should specify the last regular or 
ily payment; and the enure pay for the month m which transfer has been 
should be paid in the new district except where the Treasury or the 
dal Rules of a Government provide to the contrary 

(7) In the case of the pay bill of a Government servant of whatever 
•equired to accompany the bead-quarters of Government to a hill station 
ler station which nas been declared to be the head-quarters of Govern* 
for the time being, the signature or countersignature of gazetted Govern* 
servant on the bill may be treated as a last pay ceriificaie for the pur* 
)f these rules. 

(8) For the purpose of drawal of Transit pay and allowances of a 
•nment servant on his promotion from a non-Gazetled to a Gazetted 
an extra copy of the last pay certificate should be sent by the Head of 
lice direct to the Audit Officer 


ANNEXURE. 

LAST PAY CERTfRCATE. 
Obverse. 

Last pay certificate of 


;ding on. 


2. He has been paid up to 

following rates 

Particulars. Rate. 

Substantive pay. 

Officiating pay 
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Deductions. 


3. He made over charge of the office of 


OQ the noon of 

4. Rccovsncs are to be made from Che pay of Che Goremnraem 
servant as detailed on the reverse 

5. He has been paid leave salary as detailed below Deductions 
have been made as noted on the reverse 

Period. 

From to at Rs.. . .a month. 

From to... .at Rs. . a month. 

From to .... at Rs . . a month. 

6. He IS entitled to draw the following — 

7. He is also entitled to joining time for. . . . dajs 


8. He finances the insurance policies detailed below from the Provi- 
dent Fund. 


JTimenf Insurance Co., or the 
Sta“e liMur.'mce Dap.irt ment 

I 

N* of 
Policy 

“ 

Amount of 
Premium 

3 

cDuedaleforthepay- 
1 ment of premium 

4 






9. The details of the income-tax recovered from him up to the date 
from the beginning of the current year are noted on the reverse. 


Dated. 


19 . 


(Signature). 

(Designation). 
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LAST PAY CERTIFICATE 
Reverse 

Detcdh of recoveries. 

Nature of recovery 

Amount Rs 

To be recovered in instalntents. . 


Deductions made from leave salary. 


From 

. . .to 

on account of 

Rs 

From . 

to . . . . 

. . . on account of 

Rs 




Rs 
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APPENDIX XII 
(See Rule 432) 

Rules regarjuis the destruclion of Accounts records tn Offices 
rendering curvunts to Accountant Genera! 

' llic dcilruclion of records (including correspondence) conncclcd \Mlh 
accounts is goscmctl by the folloiMng rules and such other subsidiarj rules 
consistent ihercvsiih as may. hereinafter, be presenbed by Government in 
this behalf with the concurrence of the Comptroller and Auditor General of 
India. — 

(a) TIic following should on no account be destroyed — 

Records conncclcd with expenditure which is within the iJcnod 
of limitation fixed by law 

Records connected with expenditure on projects, schemes or 
works not completed, although beyond the period of limi- 
tation. 

Records connected with claims to service and personal matters 
aflecting persons in the service 

Orders and sanctions of a permanent character until revised 

(b) The following should be presened fur not less than the i>criod> 
specified against them.— 

Diseriplion of records 

Annual Eitabliahmciit lU turns 
(Book* ol E'tnblbhmcnl). 

Rcgiitcr uf c.iijtuig«ut « xpi iidil urc 

Puli-Touthir-* for euiii- above I*" 

£5'- pcrlaiiiiiig to coiitit gi i.cios 

Sub-T'"UcLcr9 for ^unis of It*. 25/- 
or Ivs pcrtaiuing t‘» couliiigeii 
vh 8 


DetaUid budget efiliinales of an 
offKc. 

Travi-lling allowaatco bdb and 
acquittance rolla rclatiug thereto. 

f^rvice Buok®. 


Period of prtetrvatwn 
Years. 

40 


or till the 
Acountaiit uvuci 
irhichever is larlic-r 


»j>(*rtion br the 
Ceiieral’s Office. 


Aftrr deiih nr rc'.innicjit and 
amcijoii of pen^ina whubever 
IB earlier. 
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Description of recor^^ 

Period of preJervofion. 

Years. 

Leave accounts of iimi Gazettetl 
Govtniment seivants 

3 

After death or retirement. 

Cases in whicJi iJivabd p-nsions 
have been sanctioned 

25 

or 3 years after (he death of the 
pensioner. 

Other pension ca^cs 

7 

after retirement. 

Stat'meut of monthly progr© give 
expondituro and corrigpondence 
relating to discrepancy »n figures 


2 

Mortality returns of pensioners. 


5 

Pay Bills and Acquittamo Rolls 
where lhe»e are maintamod se- 
parately, of Government servants 
for whom no establishment 
returns arc submitted or no 
sernoe books or sen ice rolls arc 
mamtaioed 


35 

Pay Bills of other classes of Go- 
^eInmlnt servants and Acquit- 
tance Bolls for pay and allow- 
anoes (other than travelling allo- 
wancej when maintained separa- 
tely (See Note 1) 


10 

Cash books other than those xoain- 
(aiued in special form'’ as in 
P.W D , Forest etc. and other 
connected records sQch as 
imprest cash account, register of 
hills Sent to the Accountant 
General for prc-audit or troasuiy 
for payment. 


10 

Muster rolls 

Such jieiioJ as may be prescribed 
in this behalf in the depart- 
mental regulations subject 
to a mmimum of three 
accounts years excluding the 
year of payment. 

Notes — 1. Before any pay bills arc destroyed, verification of temporary and 
officiating service as recorded in the service books or service 
rolls (as the case may be) must be made. 
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2. Ihe pcncxJs of preservation of account records m the Public 
Works Offices are prescribed separately by the Gosemment 

(c) Where a minimum period after which any record may be destroyed 

has been prescribe, Heads of Departments may order in writing 
the destruction of such records in their own and subordinate 
offices on the expiry of that period counting from the last day 
of the latest official year covered by the record 

(d) Heads of Departments are competent to sanction the destruction 
of such other records in their own and subordinate offices as may 
be considcrwl useless, but a list of such records as properly 
appertain to the accounts audited by the Indian Audit and 
Accounts Department should be forwarded to the Accountant 
General for his concurrence in their destruction before the 
destruction is ordered by the Head of the Department 

(e) Full details should be maintained permanently in each officer of all 

records destroyed from time to time. 

(f) The nominations, whether these relate to Gazetted or Non- 

Gazeiied Goemment servants should be preserved as follows — 

(a) If the gratuity and for family pension are ptaiJ to minors. . 
30 years. 

fb) To other than minors — 

(i) not in accordance with the order in which nominations 

have been made 30 years. 

(ii) in accordance with the order in which nomination his 

been made 6 years after the payment of 

Dcath<um-reUrcment gratuity or the last instalment of 
the family pension has been paid. 
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APPENDIX XIII. 

(See Rule 458} 

Rules for the Payment of Muniapal Rates aiul Ta.\es on DuildniQS 

The following rules govern the payment of Municipal taxes on buildings 
in the occupation of departments of the Rajasthan Government or of Govern- 
ment servants under the administrative control of that Government 

/ — Taxes on Buildings other than Residential Duilclinss 

(1) If the building is m the occupation of a single department, the 
taxes should be paid by that department. 

(2) If the building is in the occupation of more than one department 
or if the taxes arc payable in a lump sum for a number of buildings in a 
municipal area, the taxes may be paid, in die first instance, by any one 
department nominated in this behalf by Government When one of the 
several departments occupying a building or buildings assessed to lump sun 
taxes is a Commercial Deparlmtent. a portion of the taxes calculated pro 
rata, in proportion to the accommodation actually occupied by eacii of the 
several departments, should be passed on to the Commercial Department 
concerned. 

The balance thereafter remaining, if it relates to a single non- 
commercial department occup>'ing the rest of the building, should be passed 
on to that department; if it relates to more than one non-commercial depart- 
ment. it should not be passed on 

Notes: — 1. Before paj-ment is made by a department which is not m occupa- 
tion of the entire building concerned or, if payment cannot be 
dela>cd. as soon after pajment as possible an acceptance should 
be obtained from eveiy department which is in occupation of 
any portion of it. 

2. No municipal taxes are pajable on public buildings, situated in 
cantonments. 

// — Taxes on Buildings occupied as Residences. 

(1) Except as provided in the note below this rule, taxes which are, 
by local rule or custom, ordinarily leviable from tenants should be paid, in 
respect of the term of his occupancj-. by the occupant of the builJmc. even 
though he be entitled to rent-free quarters. 

iVore.-— If in any case it has been decided by competent auihoril> that the 
whole or any portion of the taxes should be borne by Government 
and riot by the occupant of the building, the who'c lax should be 
paid in the first instance by the department in administrative control 
of the building, and the portion, if anj, pavable by the occupant 
should then be recovered from him. 

(2) Taxes which are. by local rule or custom, not leviable from 
tenants should be paid by the department in administrative control of the 



building, the portion representing taxes in the nature of property or house 
tax being treated as pan of the cost of maintenance of such building, the 
rest, if any, being recovered from the occupants concerned. 

HI — Method of Payment. 

Municipal taxes paj'able by Government on Government buildings 
should be paid by book ad)ustmcnt or in cash according as the municipalities 
concerned do or do not bank with a Government treasury. 

IV — Certificate to Accompany Payment: 

(1) Charges for munictpal taxes in respect of buildings which are 
borne on the books of the Public Works Ctej^rtment should supporteti 
by a certificate from the Public Works Divisional Officer concerned in which 
he states either that he accepts the assessment or, if he considers any 
assessment to be excessive, that all means have been or are being taken to 
secure its reduction. In respect of other Oovemment buildings, the ccrlifi- 
cate should be given by the departmental officer concerned. 

(2) If an assessment appears to be excessive, proceedings should be 
taken to obtain redress under the ordinary Municipal Law. 

Recourse to the special provisions of Act XI of 1881 may,' however 
be had when it bas been found impossible to effect ari amicable, though 
possibly arbitrary, settlement with the local authority of a case in which 
the property to be assessed is from its nature, such as not to admit of the 
application of ordinary principles in assessing the payment thereon of any 
particular lax. An example would be a case in which, whereas the assess- 
ment should be on the letting value, the property is of such a nature that 
It is difficult to conceive of its being let or impossible to form an estimate cf 
the rent which would be obtained if Government offered to Jet it. 
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APPENDIX XIV 
(See Rule 136} 

Rules for the guidance of Treasury Officers to deal 
nilh claims presented for disbursemem 

The rules of procedure prescribed below are designed pnmarily for the 
guidance of Treasury OfTicers in dealing with claims upon the Gosernment that 
may be presented to them for disbursement. Special rules applicable to 
treasuries, the cash business of which is conducted by the Bank, arc laid 
down in Chapter IV of Treasury Nfanual 

Checks to be applied or the Trcasiirs on cla’nts presented 

2 The bill, cheque or other document presented as a claim for mones 
shall be received and examined bv the Accountant and then laid before the 
Treasury Ofbeer who tf the claim is admissible, the authontv good, the 
signature and counter-signature, vvhere necessary, genuine and in order 
and the receipt a legal quittance, will sign the order for pavment at the 
fool of the bill. etc. taking care to adopt the precautions pre-senbed in clause 
fli) of Rule 102. Careful attention must also be given to the instructions 
contained in these rules regarding the completion of bills, cheques, etc 
presented in support of claims apiosi Ihc Government 

All controlling officers empowered to countenign bills should send 
their specimen stenatures to all the Treasury Officers duly attested 
by the Treasury Officer of the District in which they draw then 
own pay bills. 

3. (I) AU corrections and tUeralions in nn order of payment must 
be attested by the dated Initials of the Treasury Officer. 

(2) Corrections and alterations in orders of payment given by the 
Trea-sury OfTiCCr on the Bank must be attested by his full signature 

4. Special care shall be taken that all bills, cheques, etc. passed for 
payment at the treasuo’ arc paid on the same day and that no payment is 
made, c.Tccpl under the written pay order of the Treasury Officer. 

5. (I) ^\'he^ a bill is presented by a person who is not the actual 

vases. « bvs duVj TivAbotvsed be Trevy be ptwi'cte n \eAt\ 

auihort'ing him to take the payment. The signature of the messenger or 
his thumb impression, if illiterate, shall be taken on the bill as a'proof 
that the messenger actually received the money on behalf of the payee. 

f2) In cases in which the endorsement on a bill is unauthorised, 
incomplete or othenvise irregular, the Treasury Officer shall refuse payment 
of the bill and return it to the person who presents it with a memorandum 
e^phining why payment is refu^. 

6. Special precautions must be taken by the Treasury Officer as 
regards all bills and documents showing signs of alteration; and if such 
documents be frequently received from any office, the attention of the head 
of the offkc shall be formally drawn to tlic irregularity. 
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No document bearing an erasute can be accepted and payment on 
such document shall be refused by the Treasury O/Ticer and a fresh document 
called for. 

7. With regard to claims presented either on bill or on cheques, the 
signature of the drawing officer shall be compared carefully with his 
spectmen signature received under rule 135, before payment is ordered In 
the case of payment to be made on the authority of an order purporting to 
have been issued from the office of the Accountant General, the Treasury 
Officer shall verify the signature on the order by comparison widi the 
specimen signature of the signing officer recciv^ under rule 136. 

Note — Specimen signatures received by the Treasury Officer should be 
carefully pasted m guard files, which must be kept in the personal 
custody of the Treasury Officer. 

8. The Treasury Officer shall check the arithmetical computations 

on bills I 

No/e— When bills presented for payment contain obvious arithmetical 
mistakes or trifling misiaW which can easily be corrected, the 
Treasury Officer should not return such bills but should correct them 
and pay the corrected amount of the bill, Similarly, where bills 
contain doubtful items which can easily be eliminated, the Treasury 
Officer should disallow the doubtful Hems and pay the remainder 
of the bill. In all cases, (he corrections made and the reasons 
therefor should be miimaied (o the presenter of the bill and. if 
necessary, to the Accountant General for the Treasury Officer in 
the case of payments made at a sub-treasury). 

9. A register shall be kept in each treasury showing the names of 
all gazetted Government servants drawing theu pay and allowances or leave 
salary from that treasury, and as each pay slip or leave salary certificate is 
received from the Accountant General, the amount of pay and allowances 
or leave salary which it sanctions, shall be entered against the name of the 
Government servant concerned. As each pay or leave salary bill is presented 
for payment, reference to this register shall be made to see that the 
sanctioned rate is not exceeded. 

10. The bills for pay and allowances or leave salary of a gazetted 
Government servant who is about (o retire or proceed on leave out of India 
shall be separately submitted to the Accountant General for special audit 
on the date of payment or as soon afterwards as the intention of the 
Government servant to retire or to proceed on leave becomes known to the 
Treasury Officer. 

11. A Treasury Officer shall not undertake correspondence for 
Government servant or a private individual making a claim to any special 
allowance or concession, but request the person concerned to address the 
Accountant General either direct or throu^ his own official superior, as 
the case may be. 

Payment to persons not in Government employment. 

12 fl) When a person not in Government employ claims payment 
for work done, services rendered, or articles supplied, the Treasury Officer 
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shall, subject as provided in rule 98. require the submission of the claim b> 
the Head of the Department or other responsible Government OfTicer 
concerned. 

^ (2) Failing the above, in cases when it ina> be neccssar> to pay the 

amount of a bill drawn by a person not in the Government scmcc. and 
also when the authority of the head of the department nr responsible ofTicial 
IS insufficient, an order from the Accountant General must be sought, by 
furnishing that oflicer with any necessary paruculars for obtaining the sanction 
of the Government should such be needed 

(3) In any event if a bill be drawn by a person not in Govemmenl 
employment, the Treasury Officer shall use special precautions (or satisfying 
himself of the identity of the applicant for payment 

(4) In all doubtfuil cases, the Treasury Ofliecr shall take the ofi'ei^ 
of the Collector who is erpected to assume the responsibility of his pOMtio i 
and exercise a proper amount of care and discretion m this matter When 
this necessity occurs the Collector shall immcdiaiely report the fact lo the 
Accountant General 

Note ' — Payments due to contractors may, if so desired by them, be made to 
their banks instead of direct to contractors, provided that llic 
department concerned obtains (0 an authonsation from the 
contractor tn the form of a legal valid document, such as a power 
of attorney or transfer deed, conferring auihoriiy on the bank to 
receive payment, and (2) the comractor's own acceptance of the 
correctness of the account made out as being due to him by the 
Government, of his signature on the bill or other claim preferr^ 
against the Government, before settlement of the account or claim by 
payment to the said bank While the receipt given by a bank wilt 
constitute a full and sufficient dischaige for the payment, contractor^ 
should, wherever possible, be induced to present their bills duly 
receipted and discharged through their bankers 

Nothing herein contained should operate to create m favour of the 
bank any right or equities \is-a-\is the Government. 

13. The Treasury Officer shall, at the time of making payments to 
non-officials either on behalf of the Government or any local authority on 
account of fee, commission, bonus, remuneration or reward of any kind 
cfmmmic^r, ihr. th/t ol the. lya.vees, ia iAa 

Officer concerned if the amount of each payment is not less than Rs 250 

Cheques and Letters of Credit 

14. Slocks of cheque books required for supply lo the drawing officers 
under rule 1 12 shall be kept by the Treasury Officer, supplies being obtained 
periodically from the Accountant Genera! Cheque books shall on receipt 
be examined carefully and the number of forms In each book counted a 
certificate of count being recorded by the Treasury Officer on a fly leaf 
Tbey shall be examined again when issued to drawing officers, care being 
taken to see that they are acknowledged by the latter promptly. 

15. When a cheque is presented, special care shall be taken to ascertain 
by examination of its printed number that if really was taken from the book 
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notified und* rule 115 as in use by the drawing officer who has signed U 
The provisions of rules 120 to 126 shall be specially borne in mind. 

16. If the payee is unknown at the treasury, the Treasury Officer siuU 
make such enquiries as he thinks necessary and shall specially consider me 
date, serial number and amount of the cheque as well as handwriting and, if 
suspicions arise, he may defer payment until he has referred the matter to 
the drawing officer. 

17. Pass books sent to the treasury to be written up shall ordinarily 
be returned to the drawing officer on the same day. 

18 In the case of a cheque lost before payment, in respect of which 
a certificate of non-payment has been furnished by the Treasury Officer to 
the drawing officer, the precautions prescribed in sub-rule (2) of rule 129 
shall be carefully observed with a view to preventing the payment of the 
cheque in question. 

19. (1) Every ijaymcm made on the autliority of any letter of credit 
or assignment must without fail be noted at the time of payment under ‘he 
Treasury Officer’s initials either m the appropriate register of payments, or 
on the reverse of the letter of credit or assi^ment itself. 

(2) The Treasury Officer must bear in mind that the letter of credit or 
assignment shows the maximum amount he has authority to pay, or the 
departmental officer credited has authority to ask for, and that any further 
payment is made at the Treasury Officer’s own risk: the progressive total of 
his payment must, therefore be so recorded that there can be no risk of 
overpayment 


Disbursement of clams and records of payments. 

20. (1) After a cheque or bill has been completely entered in the 
accounts, and the order to pay signed by the Treasuiy Officer, it shall be 
passed on together with the payee, to the Treasurer's department, when the 
Treasurer shall make the payment and enter it in his cash book. The 
Treasurer shall punch the stamp, stamp (he document ‘paid’ and retain it 
for delivery to the Accounts Department when the books are compared. 

(2) The Treasury Officer shall lake special precautions to see thaf 
receipt stamps are so defaced that they cannot be used against and offer no 
temptation to the abstraction of the vouchers for the sake of stamps upon 
them. It must be borne in mind that several cases of loss of vouchers have 
occurred owing to neglect of this precaution. 

Notes: — 1. Any deductions made by the Treasury Officer reducing the nei 
amount claimed on a bill should be explained in a memorandum 
signed by the Treasury Officer to be given to the presenter. 

2. When a payment is made by transfer, that is, by entry of the 
amount in the accounts as received under same head of receipt, 
no payment of cash takes place and the item should not find a 
place in the Treasurer’s csish book, nor should the voucher pe 
stamped ‘paid’ by him. When the entries in the accounts arc 
complete, such a voucher should be stamped by the Accountant 
‘Paid by transfer’. 
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21. A Trcaiury Oflicer, when cashing bi!U for Officers at a distance 
from the treasury, shall furnish a note explairung the amount of cash and 
Reserve Bank drafts (if anj). issued and any deductions or alterations that 
may be made "m the bill presented The note may be in bi-lingual form, 
as It is important that the guard or messenger who receives the money should 
ascertain that the amount stated agrees with the actual cash or Rcscnc Bank 
drafts delivered to him; and when that person ts unable to read, the Treasury 
Oflicer shall himself explain to him the amount entered on the note 


The following form is recommended — 

Bills presented for pay and allowance etc 

000 

Bills presented for contingencies 

000 

Bills presented for sundries 

000 

Total 

000 

Paid in cash. 

000 

Paid in drafts. 

000 

•Deductions (it any). 

000 

•Explanation 

Signature of Messenger— ■ - - 



Payment by Postal bfoney Order 

22. In cases in wiiich money due by the Government is paid by Postal 
Money Order, the cost of rcmittaoce shall, in the absence of any special rule 
or order to the contrary, be borne by the payee. 

23. (1) NMicn the whole or a part of the amount of a bill is required 
to be remitted to a person or persons by Postal Money Order, the Treasury 
Oflicer shall, if the bill is in order, pass it for the net amount after deduction 
of the amount to be remitted and the commission due thereon, credit the 
deductions by transfer to the Post Office and send the Money Order form or 
forms to the Post Oflicc with a certificate lo Uie effect that the amount of 
the money order with commission due, which must be specified in the certifi- 
cate. has been credited to the Post Office by book transfer. The words 
“adjusted by book transfer" shall invanably be written in red ink across the 
money order form. The Treasury Officer shall also sec that the purpose of the 
money order is stated in the acknowlcdcement portion of the money order 
form as required by clause (x) ol lule 102. 

(2) On obtaining the money order receipt the Treasury Oflicer shall 
check It with the amount deducted from Uie bill and transmit it. where 
necessary, to the drawing ofliccr concerned. 

bi'ote : — The procedure prescribed in this rule applies mutatis mutandis to 
all cu'Cv m which money orders arc issued by the Treasury Oflicer 
under the provision of these rules. 

Payment at Sub'treasuries. 

24. Subjea as provided in rule 97. the procedure in regard to payment 
cf claims at district treasuries is generally applicable to sub-treasuries niso. 
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All vouchers or bills (eg pay, travelling allowance and contingent 
bills, refund bills, personal ledger cheques, deposit repayment orders, bills 
for payment of interest on Government Securities payable direct at the sub- 
treasury by the Treasury Officer, are first presented at the sub-treasury and 
subjected to the necessary checks and enfaced by the Sub-treasury Officer 
with an order to the Dank to make the payment. 



APPENDIX XV 
(See Rule 155). 

Instructions resurding deduction of Income-tax and Super-iat 

The follov.ing importanl instructions regarding deductions of Inc- 
tax and Super-lax from salary should be borne in mind v.hils eOecfne 
reco\ eries: — 

1. Income-tax is recoserable at source from all Oo.ernnicnt sersaots 
including pensioners whose total salaiy income (inJuding dearness and oiher 
allowances) exceeds Rs 5,000/-. 

2 The following pa>incDts should be included underthehea* 
“Salaries" for the purpose of deducting taxes at source — 

fi) House Rent AUowance- 

Thc value of rent-free quarters is also taxable 

(ii) Any bonus, gratuity, fees, coimnission, perquisites or other 
allowances or profits in lieu of or in addition to salary 

fiii) All other allowances except Conveyance Allowance 

Note. — Id the case of pensioners the amount of their pension is to 
taken as salary for the purpose of recovery of Income-tax 

3. Dfe Insurance premia. Proiident Fund and other contributions — 
Rebate of Income-tax (but not Super-tax) calculated at a rate representing 
the average of the rates of income-tax applicable to the total income of the 
employee is admissible in respect of the following deductions, contnbulicns 
and Insurance Premia, subject to the condition that aggregate of the total 
sums exempted shall not exceed m the case of an individual l/6th of the total 
income, or 6,000/- (Rs. 12,000/- in the case of a Hindu Undivided 
Fanuly), whichever is less. 

(a) Sums deducted from a Govemroent servant’s salary in accordance 
with the conditions of his service for the purpose of securing a 
deferred annuity to him or making provision for his wife cr 
children. 

(b) Qinlributions to a recognised provident fund. 

(c) Contributions to a recognised superannuation fund 

4. Fractions.—la calculating the amount of tax payable the amount 
due on a fraction of a rupee of income should he neglected and in determining 
the amount of tax payable, fractions of an anna less than six pies should be 
disregarded, and fractions of an anna equal to or exceeding six pies should 
be regarded as one anna. 

5. Excess or deficient deductions . — Any excess or deficiency arising 
out of any previous deduction of tax from the salary of a particular person 
can be adiusted at the time of any subsequent deduction of tax with reference 
to the salary paid to the same person. Such adjustments should not 
however, be made from payments on or after Isi April in any year in resoset 
of an excessive or deficient deduction prior to that date. 
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6. (a) Some examples to show the method of calculation of Income- 
fax arc given Iwlow — Rates of faxes are only illustrative the rales operative 
flora year to year will be advised by the Accouatant General' — 

(0 Officer drawing total emoluments (Pay. Dearness Allowance etc. 
amounting to Rs 5,050/- in a year). 

Income-tax on the 

Rs. Rs 

fira* 2 000 * Nil 

aex‘ 3,000 = at 2 pies 6 000 p'es. 

n xt fiO = at 4 pies 200 pies 

6.0 >0 Total C 200pi'e- 

or Rs. 32/5/. 

In this case Income-tax would not be more than Rs. 25/- bein^ half 
the amount by which the total income exceeds Rs. 5,000/-. 

(u) Officer drawing total eroolumedt Rs. 5100/* in the year. 

Rs. Rg. 

Income ax on th firs 2,000 Nil 

next 3.000 at 9 pi?8 fi 000 pi b. 
next 100 at 4 pies <00 pies 

O.K'O Total 6,400 piw 

01 Rs 33/6/- 

As the tax does not exceed half of the' excess over Rs. 5,000/- no 
marginal relief applies in this case The average rale of I T. in this case 
will be Rs. 33/5A-i-5100 or I 25 pies. 

(iii) Officer drawing total emoluments during the year Rs. 11,500/- and 
contributing Rs 1,000/- towards G.P.F. and Rs. 600/- for L.I.P. 
III! om tax Rs R®. 

o I tho f ist 2.000 Nil 

next 3,000 at 2 p cs 0,000 pieg. 
n xt 6,000 at 4 pi b 0,000 pi'g, 

mx» 1,500 a' 9 pi B 13 6c0 pi b. 

11,500 T fa' 39,600 pies. 

orRs. 205/12/- 

This g vesa-v .'vverig a f 3 44 p e« p r rupee. 

Rs 

(b R ’at .n GPF I OOO 

( i) ,, Ins ranc Pr inia 600 

1 6l'0 a‘ 3.4j pi s Rs ?8/I]/- 

Net r T paya’ lp=Ra 177-1-0 - ^ 

(:03n2-2sfll) 
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y^te — Tot-al couU’baf’on to G PJ" ard Jnsurnnc Premia bei'ii 
less than 1/Pth >f the lotal income, lh reba c is alloir <I 
0 1 1.600/-. 

(},) Super-tax wiP Iks 'ahulated as urderoi the total t tome of 
Rs 41,000/. 

On first 30,0"»0 = Xil 

10 000 at -/I,'- = R- 625 0 

irst 1.000 at -/1/6 ^ Rs93 1-2 

y<^e . — rebate en accoant ofGPF and Insurance irtn lo is 
allots able lor Super-tax 



APPENDIX XVI. 

(See Rule 255). 

The Policy of Go^ernment is to make purchases of stores for the 
public service in such a way as to encourage the development of the 
i’. dustries of the country to the utmost extent, consistent with economy and 
efficiency, and the following rules, which are applicable to the purchase of 
stores, are prescribed according to this policy. These rules supersede all 
previous orders on the subject. Instructions for the guidance of officers who 
are required to make purchases of stores, required for the public service, are 
given in form of notes under these rules. 

In order to give effect to the above policy preference m making 
purchases will be given in the following order — 

Firstly . — to articles which are produced in India m the form of 
raw materials or are manufactured in India from raw matenals 
produced in India, provided that the quality is sufficiently good for 
the purpose; 

Secondly . — to articles wholly or partially manufactured m Iod« 
from imported materials, provided that the quality is sufficiently 
good for the purpose. 

Thirdly . — to articles of fordgn manufacture held m stock in 
India, provided that they are of suitable type and requisite quality. 

Fourth!) —to atilcles manufactured abroad which need to be 
specially imported. 

Departments of Government or officers specially authorised in this 
behalf, may, when they are satisfied that such a measure is justified, allow 
a hmited degree of preference in respect of prices to articles produced or 
manufactured m India either wholly or in part. 

Rule /. — Save as provided in rule 7, all articles, required for the 
public service, shall be purchased on the condition that delivery and payment 
shall be made in Rajasthan. 

Notes: — 1. Purchases in India of all articles (with the exception of the classes 
of stores specified in Rule 7) is obligatory. 

2. Purchase of the stores, other than those mentioned in Rule t. 
shall he obtained by calling lenders. 

3. For the offices of the Government stationed outside Rajasthan, 
the delivery may be required at those stations. 

Rule 2.— Tenders shall be invited for the supply of all articles, unless 
the value of the order to be placed is small or sufficient reasons, to be 
recorded, exist which indicate that it is not in public interest to call for J/; 
tenders. No tender, which fails to comply the condition as to the delive.'y 
and payment, prescribed in Rule 1, shall be accepted. 

Notes: — 1. Sufficient time should be allowed for the receipt of tenders. 
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2. If the response to anj[ invitation to tender indicates that owing 
to inadequate publicity or some other reason, favourable or 
sufficient number of te^ers have not been received, then fresh 
lenders shall be invited and measures taken to bring the invitation 
to tender to the notice of all possible tenderers. 

3. The following procedure for obtaining tenders should be followed, 
as far as practicable. 

Tenders should be obtained’ — 

(i) By advertisement (Open tenders). 

(ii) By direct invitation to a limited iiumber of firms (limited 
tender). 

(lii) By invitation to one firm only (single tender or private 
purchase). 

4. The ‘Open Tender* system Le. invitation to lender by public 
advertisement, should be used as a general rule and must be 
adopted subject to the exception noted below in all cases in which 
the estimated value of the lenders to be received is Rs. 2,(X)0/- or 
over. 

5. The limited tender system should ordinarily be adopted in the 
case of all orders the estimated value of which is less than 
Rs. 2.000/-. 

6. For the purposes of the limited tender and single tender procedure, 
the purchasing officers will maintain a list of firms of known 
rehability who have been able to satisfy them that they possess 
the necessary equipment and facilities for the supply of stores, 
which they offer. The list should be subjected periodically to 
examination and revision, and any application from a firm for 
inclusion in the list should be considers on its receipt. Before 
the name of the firm is added to the list, such enquiries as may 
be considered necessary, should be made by the purchasing officer, 
to ascertain the ability of the firm to execute contracts satis- 
factorily. From this list, the names of the firms to be invited 
to tender should be selected. 

7 The ‘single tender’ system may be adopted in the case of small 
orders, or when the articles required are of a proprietory 
character and competition is not considered necessary. A ‘Small 
order’ shall be interpreted to mean for this purpose an order the 
lolal value of which docs not exceed Rs. 100/-. 

8 The ‘limited tender’ system may. however, be adopted instead 
of the ‘open tender’ system even when the estimated value of 
the tenders to be received is not less than Rs. 2,000/- in the 
following cases: — 

(a) When sufficient reasons exist which indicate that it is not in 
the public interests to call for tenders by advertisement. In 
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every such case the reason most be recorded by the purchas- 
ing officer and communicated to the Audit Officer coacerued 
confidentially, if necessary. 

(b) When the indenting officer certifies that the demand is urgent 
and any additional expenditure mvolved m the 'open tender’ 
system must not be incurred. In all such cases the mdentmg 
officer must place on record the nature of the urgency and 
why the demand could not be anucipated. 

9. The invitation of tender should contain full particulars of the 
articles to be purchased vii. specification, quality of the material 
to be used, time and place of delivery and terms and conditions 
of payment. 

10. The publicity of tenders, when purchases are being made of articles 
manufactured outside Rajasthan, should be given m the Indian 
Trades Journal published by ihc Director General (Commercial 
and Intelligence) Government of India in addition to the principal 
newspapers. 

Note:— The forms of Tender Notice*. Tender*. 'Conditions of Tender and 
Contract’ and *Agrcemeot* prescribed by Government are annexed 
to tfus appendix as Annexures ‘A*. ‘B*. ‘C’ and ‘D’ respectively. 

Rule All articles shall be subject to inspection before acceptance 
of articles for which specifications aod/or tests, have been prescribed by 
conapetent authority, and shall be requii^ to conform to such specification 
aod/oT to satisfy the prescribed test or tests, which may be earned out during 
manufacture or before or after despatch from the supplier’s premises. 

Rule 4.— Important plant, machinery and iron and steel works shall 
be obtained only from firms approved by the Government in Pubhe Work* 
Department and specified in the lists issu^ by them from time to umK , 

Notes: — 1. The lists referred to in this rule will be maintained and issued 
by Government in Public Works Department from time to tmie 
. to all purchasing departments. 

2. Applications for inclusion in Ihc lists mentioned in this rule 
should be made to the Government in Public Works Depart- 
ment direct by the firms with a (uU statement of reasons which 
in their opinion, justify such iaclusioa. 

3. Cases may arise in which tenden may be received from firms 
whose names do not appear m the lists of approved firms. If 
the tenders are prirm facie satisfactory, they should not be 
summarily rejected, but a reference should be made to the 
Government in Public Works Department, who will, if they 
consider it necessary, make enqumes in regard to the capabilities 
and standing of the tendcriag firms and will intimate the result 
of the enquiries to the Purclmmg Officer concerned. 

Rule 5 — In the case of important construction works let out on 
contract, articles, required for the construction of such works, may be supplied 
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by the contracting firms, provided that when specifications and/or tests have 
been prescribed for such fitticies shall conform to such specification 
and/or shall satisfy such tests. 


Note , — When tenders for important construction works are invited the officer 
concerned should also stipulate in the invitations to tender that the 
articles required for the construction of such works must comply 
with the specifications, prescribed for such articles. The articles 
be iospectw and/or tested in accordance with the provisions of the 
specifications before acceptance. 

Rule ($.— Nothing in these rules shall be deemed to prohibit the 
purchase of articles by one department from another. 

iRuZe 7. — The articles enumerated in schedule ‘A* or any other articles 
of a special or unusual character, and articles which can only be purchased 
from abroad, may, when suitable and economical purchases cannot be made 
in accordance with the preceding rules, be obtain^ without reference to 
those rules, subject to the condition where the value of the purchase exceeds 
Rs. 500/-, the purchasing officer shall place on record his reasons for not. 
effecting the purchase in accordance with the preceding rules and shall com-' 
municate reasons to the Accountant General confidentially. 

Notes'— i. The drawing, surveying and other mathematical instruments are 
of special character. These should be purchased, as far as 
possible, from Mathematical Instruments Office of (be Survey 
of India Department. Calcutta. ^ 

2. Where the articles, that are being purchased, are not being 
manufactured in Rajasthan, it will be advisable to make pur- 
chases through the Ehreciorate General (Supplies and Disposals) 
Government of India. The departments should derive Mnefit 
of the rate rutming coolracts entered into by him. 


3. For articles to be purchased abroad, the services of the Director v- 
General, Indian Stores Department, London, and Indian Supply '' 
Mission. Washingtoa of the Government of India may be availed 
of. 
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SCHEDULE *A' 

(See Rule (7) 

(I) Seeds. 

(li) Cinchona Bark, 

(iij) Articles for expcritnental purposes. 

(iv) China ^ass, cutlery, plate, crockery and perishable fabrics including 

linen for residences fthicb are furnished by Government 

(v) Copper, Zinc and other non-ferrous metal produced in Australia 

or America. 

(vi) Timber produced in Australia or North America. 

(vii) Such articles as may be required for the preparation of vaccine 

lymph 

(vijj) Chemicals and scientiflc instruments. 

Cu) Preserved and tinned foodstuffs. 
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ANNEXURE ‘A* 

TENDER NOTICE 

I. Sealed tenders are invited for the supply of articles as mentioned 

below required for the use of— for the period 

from to 


n. Tenders are to be submitted on prescribed tender forms which can 

be obtained on application from on payment of 

Rs in cash or money order which will not be 

refunded. Specifications, size, make, sample, patent, quality and 
quantity etc of the articles to be supplied and the terms and 
conditions of tender arc available in the office of ■ — — — — ■ 

which may be seen/obtaioed by each tenderer before giving their 
tender. 

Ill Tenders must be submitted in properly sealed double envelopes 
duly marked Tender for - ■ — . - - e quipment/fiirniture/ 

articles/etc. addressed to and should reach 

him on or before The sealed tender should be 

handed over personally at the above office and a receipt obtained 
or be sent per registered post The tenders will ^ opened 

by——— or an officer duly authorised by him in the 

presence of any intending contractors or their representatives who 
may be present. 

rv. Government are not bound to accept the lowest tender and may 
reject any tender or any part of the tender without assigning any 
reason therefor. 

V. The tenderers will have to submit invariably an “Income Tax 
clearance certificate” from the Income Tax Officers of the Circle 
concerned, without which the tenders may not be considered. 

VI. Intending tenderers shall have to deposit earnest money of 

Rs. in cash or in the forms mentioned in the terms 

and conditions of the tender, vdihout which tenders will not be 
considered. The earnest money will be refunded to unsuccessful 
tenderers within one month of the final acceptance of the tender. 

VII. Rates should be quoted for the type of articles specified in the 

list in the office of . In case of offer 

for alternative articles full specifications, make, patent size, 
drawing etc. should be furnished along with the rate. 
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VIH. Tendeis received after the ptescnbed time and date wiU be 
rejected. Hov.ever, tenders received after the prescnbed time 
on the closing day, but before openmg the tenders 
can be accepted provided adequate reasons for late delivery are 
furnished. 
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ANNEXURE *B* 

OFFICE OF THE RAJASTHAN 

TENDER FORM 


I. Subject: — ^Tender for (mention the 

name of the articles for which the tender is submitt^). 

n. Name and full postal address of the firm submitting the tender — 


ni. Addressed to:— 
IV. Reference:— 


The tender fee amounting to Rs 

crossed Postal Order No.. . . 

deposited vide 

cash receipt No. 

dated 

- - — for Rs. - 


VI. We agree to abide by aD the conditions mentioned in Tender 
Notice No. — — - - — ■ ■ dated- issued 

by and also the further conditions of the 

said Tender Notice given in the attached sheets (aU the pages of 
'nhicb have been signed by us in token of our acceptance of the 
terms mencioood therein). 

Vn. The rates for the suppUy of—— — - — —me as under: — 


Vni. Goods wU be dcUvered witWn a period of from 

the date of the receipt of firm order 

DC The rates quoted above are valid up tO' - ■ ■■ ■ Tbe 

period can W extended with mutual agitemeal. 

X, Draft Deposit Receipt No- dated 

for Rs. in favour of cover 

earnest money and the Income Tax Clearance Certificate are 
submitted herewith. 


Signature of the tenderer 
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ANNEXURE ‘C’ 

Conditions of tender and contract 

!' J — These conditions should be read very carefully by the tenderers 
while hlling m their quotations 

Quotations must be enclosed m a properly scaled envelope according 
to the directions given in the tender notice. 

2. The rate urut must not under any circumstances be altered and 
the rates must be entered m words as well as in figures. 

3 Tenders should be given by those firms/dealers who are either 
registered/approved supphers for those aiticles/goods/equipmcnt/inacliine' 
ncs/etc. etc. or by those who are dealing actually in the goods for which 
tender is being given. 

4. The approved supplier siiall be deemed to have carefully exammed 
the conditions, specifications, size, make and drawmgs etc., of the goods to 
be supplied. If be shall have any doubt as to the meaning of any portion 
of these conditions or of the specification, drawing etc. he shall, before signing 
the contract, refer to the Officcc-in-chargc and get clarifications. 

5. The contractor shall not assign or sub-let bis contract or any 
substantial part thereof to any other agency. 

6. All the stores supplied shall be of the best quality, to the 
specificauons, trade mark laid down for them and uj strict accordance with 
the approved standard samples and m case of any materials of which there 
are no standard or approved supplies, the supplies shall be of the very best 
quality and description obtamabie m India. Ihe decision of the accepting 
authority shall be final as to the quality of the stores and shall be binding 
upon the tenderers and in case any of the articles supplied not being approved 
and thus shall be Lable to be rejected or replaced and any expense or loss 
caused to supphers as a result of rejection or replacement of supplies, shall 
be entirely at the account of the tenderer. 

7. The Purchasing Officer or his duly authorised represeotative shall 
have at all reasonable time access to the suppliers’ premises, and shall have 
the power at all reasonable time to inspect and examine the materials and 
workmanship of the goods 

8. In case the goods other than of the approved quality, make or 
size are supplied they shall be reiected and will have to be regl'icwl wIjHm 
a reasonable time by the suppL'er without extra cost. If due to exigencies 
of public work/interest such replacement is not possible, the prices of such 
articles will be reduced suitah)^ The prices fixed by the Purclming Officer 
shall be final. 

9. The rejected arucles must be removed by the tenderer from the 

destination where they be within of the date 

of information of rej'ecuon The oflfidals concerned will take reasonable 
care of such materials but in no case shall be responsible for any loss, 
shortage, damage that may occur to it while it is on their premises 
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10. The tenderer shall be responsible for the proper packing so as to 
avoid damage under normal conditions of transport by sea. rail and road 
or air and delivery of the material in good condition to the consignee at 
destination. In the event of any loss, damage, breakage or leakage or any 
shortage the tenderer shall be liable to make good such loss and shortage 
found at the checking inspection of the materials by the consignee. No 
extra cost on such account shall be admissible. 

11. All rates quoted must be F.OR, Destination and should include 

all taxes. In case of local supplies also the rates should include all taxes 
and no cartage or charges for transportation will be given by the Govern- 
ment and the delivery ot the goods shall be given at the premises of the 


12. The tenderer whose tender is accepted shall arrange supplies 

within a period of rax of placing the order. 

The quantities shown in the tender are approximate. The supplies will have 
to be arranged according to the requirement of the Department. 

13. The contract of supply can be repudiated at any time if the 
supplies aie not made to the saUsfaction of the Government. 

14. Tender should be filled in with ink. No tender filled in by 
pencil or otherwise shall be considered. No additions and alterations should 
be made in the tender. No over-writing should be done. Corrections, if 
any, should be done clearly and initialled. 

15. The tenderer should sign the tender form at each page at the end 
in token of the acceptance of all the terms and conditions of the tender and 
the agreement. 

16. Tender must be accompanied by an earnest money of Rs.— 

without which tenders will not be considered. The amount should be 
deposited in either of the following forms in favour of . 

1. Cash through Treasury Challan or Bank Receipt. 

2 Treasury Savings Deposits Certificates and National Plan 
Certificates (The CcrUbcates being accepted at their surrender 
value). 

3. Post Office Cash Certificate. 

, 4. Fixed deposit receipt of any Scheduled Bank. This_ earnest money 

will be refunded to unsuccessful tenderer within one month of 
the final acceptance of the tender whereas in case of successful 
tenderer it will be treated as"a part of security. 

17. Successful tenderers will have to execute an agreement in the 

prescribed form and deposit security amounting to Rs. ; — — for the 

due performance of the contract. Tlie security money will be returned 
after two months from the date of completion of the agr^ contract. No 
interest will be paid by the department on such security amount. The 
expenses of completing and stamping the agreement shall be paid by the 
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supplier and the Purchasing Officer shall be furnished free of charge with 
one executed stamped counter part of the agreement. 

18. Remittance charges on payment made to the firms will be borne 
by the contractors. 

19. If the approved suppliers fail either to supply goods of the 
presenbed specification or to deliver the goods within the specified period, 
the Purchasing Officer shall be at hberty to arrange supply either through 
re-tender or otherwise 

The Purchasing Officer may give seven days notice in writing to the 
approved supplier to make good the failure, neglect or contravention 
complained of and should the contractor fail to comply with the notice within 
seven days of the date of service thereof aod in such cases if the Purchasing 
Officer thinks fit it shall be laMul for him to Ktain and apply any balance 
which may be due to the contractor or to apply the amount of earnest money 
deposited by the supplier to make good the loss sustained or excess cost 
incurred by the State in arranging the supplies through any other agency. 

20. insurance. — 0) The goods will be delivered at the dcsiloatioit 
godown in perfect condition. The supplier, if be so desires, may insure the 
valuable goods against loss by theft, destruction or damage by fire, flood, 
joder exposure to weather or otherwise viz; {mar, rebellion, riot etc.). The 
nsurance charges will have to be borne by the supplier and State shall not 
76 required to pay such charges U IncurrM. 

(ii) No advance payment will be made except in very rare aod special 
»ses for which reasons will have to be recorded. Payment shall be due 
ind payable by the Purchasing OSicei on behalf of the Governor only when 
ihc whole quantity has been delivered and inspected and accepted by the 
Purchasing Officer and a certificate of having done so is recorded by the 
Purchasing Officer. In case of disputed items 10 to 25% of the amount 
shall be withheld and will be paid on settlement of the dispute in terms 
of the award granted. Progr^ivc payments, ii agreed to, will be made 
according to the terms entered in the agreemenl. 

(iii) The validity period and the delivery period can be extended, if 
mutually agreed to. 

21. Direct or Indirect canvessing on the part of tenderers or their 
representatives will disqualify their tenders. 

22. The Govenunent reserves the right to accept any tender not 
necessarily the ilowest' tender and reject any tender without assigning any 
reason therefor. Orders can be placed for the whole or part of the quantity 
and articles tendered for at the discretion of the Government. 

23. Tenderers will have to submit invariably an Income Tax Qearance 
Certificate from the Income Tax Ofikxr of the Circle concerned along with 
the tender without which tenders may not be considered. 

24. No Railway Receipt will be accepted by V.P.P. 
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25. All legal proceedings, if necessity arises to institute any by any 
of the parties (Government or contractor), shall have to be lodged in courts 
situated in Rajasthan and not elsewhere. 

26. No other conditions except those mentioned above will be 
entertamed in the tender. 



(b) The mode of payment will be as specified below; — 


1 

2 

3 

4 

(4) The.delivery shall be cfifected and completed within a period of 
from the date of this agreement and/oi the date of order. 

(5) In case of non-fulfilment of all or any of the conditions of the 
contract by the approved supplier, pehalty at the rate of Re. 1/- per day 
over the estimated cost of the total indented supplies or 25% of the total 
cost whichever is less shall be levied and will be recovered either out of 
the dues of the supplier or from the earnest money or will be recovered 
through any other source or manner as public dues. 

(6) All disputes arising out of this agreement and all questions relating 
to the interpretation of this agreement shall be decided by the Government 
and the deasion of the Government shall be final. 

In witness whereof the parties hereto have set their hands on the' 
day 19 . 


Signature of the approved 
supplier. 

Date 

Witness No. 1. 

Witness No II. 


Signature for and on behalf 
of the Governor. 

Designation 

Date 

Witness No. I, 

Witness No. II. 


SCHEDULE 
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Fund, Students Fund, and of valuable stock as scientific apparatus, 
methematical instruments, appliances, machinery, plants, agricultural tractors 
etc. so as to see that their inventories are correct and kept up to and the 
balances are physically verified at fixed intervals 


(vii) To assist in the timely preparation and submission of financial 
statements and proforma accounts including tradings, manufacturing and 
pr^p-and loss accounts and other returns as are required to be submitted 
to Government/Audit. 


(viii) To see that tenders are called for where necessary, that the lowest 
tendei is atcepled except in special cases and contract documents are duly 
prepared, and that when the calling of tenders is not necessary, purchases 
ar© made on the basis of quotations obtained from the ordinary suppliers. 

(ix) To advise in terms of agreements as regards the admissibhty of 
claims submitted for the .orders of the Head of the Department. 

(x) To help in the disposal of important references concerning finance 
anch-accounLs and inspection and other audit reports. 

(xi) To see that the accounts and other records to be maintained io the 
ofifee o£ the departmental head are kept properly and up to date. 

(xti) To attend to other matters not covered by the above but of special 
importance to the department to which an Accounts OlTicer is attached and 
suggest internal scrutiny so as to improve financial .control and general 
efticteficy. 

Unless otherwise ordered in any case to meet the exigencies of the 
public service, the Accounts Officer should not sign the Cash Book whicli 
du^ devolves on the disbursing officer, but he should occasionally examine 
the Cash Book to see that the rules relating to the posting and maintenance 
o&Chsh Book and its closing and the check and record with prescribed 
certificate of the balance in hand are duly recorded. 

III. liepresentative of the Finance Oeporfment.— This role is most 
imperiant as with reference to a posUng la a particular department, the 
Accconts Officer will be directly subordmate to Uie Head of the Deparimeot 
concerned and even when hLs advice in any financial matter is not accepted. 
Iii6- should carry out any orders of the Head of the Department. As a 
representative of the Finance Department it will, however, be his function 
to-sepure that any irregularity or defect in procedure which he has been 
abl&-to delect is set ur^er proper wdeis. In order lo have an idea 
of the- efficiency and quality of tW work done by the Accounts Officer, he 
shonld maintain a record of all such achievements, and this record should be 
mad©- available for inspection an officer nominated by the Finance 
D^attment. Similarly, in case where mspite of his honest attempts, he has 
n^tbeen able to secure financial tegulanty either for want of staff or for 
want ’of co-operation or other difficulties, such item should be noted in a 
special register which should be maintained by him and an abstract of which 
should be furnished by him every month to the Finance Department. This 
register should also include cases or referenixs wherein the Head of the 
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APPENDIX XVni 

(See nole belcnv rule 16 General Financial and Account Rules) 
DUTIES OF ACCOUNTANTS 

Object of Postins - — ^Tbe Accountants arc posted to assist the depart- 
mental officers or Heads of Depanmcnts in the financial adminisirauon of 
the department or office so that (uiaccial regularity may be secured by 
enforcing observance of rules anti on'crs relating to financial procedure and 
propriety the accounts of the department or office may be properly 
maintained. 

SroTus — Tlie Accountant should be treated as a senior member of the 
Ministciial staff in the departuient and in so tar as his work is concerned it 
will be independent of the Office Supermtendent The supervisory control of 
the Office may generally independent Accounts Section or branch the Accoun- 
tant Will held charge of the Section or Branch independent of llie Office 
Superintendent. 


Catesorisation of Accountants . — For purposes of duties and responsi- 
bilities defined in this memorandum (he Accounionts would be categorised 
w— - 

(i) Accountants for Civil Departments. 

1 (ii) Treasury Accountants. 

The more important functions of the two catcgoiies of Actouctann 
are summarised below;— 

r. Accountants frr Chil Departments. 

(1) To see that the general financial rules, delegation orders, and 
other direciKtns are implicitly observed and that the service rules 
and Government decisions are correctly applied. 

(2) To assist in all matters connected with compilation of the Budget 
estimates of receipt ano expenditure, the allotment of funds, the 
control of expenditure, the realisation of revenue receipts, and the 
scrutiny of proposals for new and fresh expenditure. 

(3) To maintain complelc ard accurate accounts in respect of 
appropnauon placed at the disposal of the Head of the Depart- 
ment so as to see Uat the funds are utilised according to financial 
sanctions and orders. 

(4) To advise the Head of the Department where there are uo 
Accounts Officers, m all matters relating to the operation of the 
financial rules such as enforcement of economy in all items of 
expenditure, rcalisaUoo of Government dues, disbursements 
according to the rules. With a view to exercise proper financial 
control, he is required to see that no misuse of Government funds 

^ or stores is pecmiltcJ at any level. 
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a particular section/department the Accountants are responsible far the djitis- 
entrusted to them by the Officer in particular branch. He ^%ill superria rhf 
work of his own branch and deal with the cases bearing important finaiaaa 
ch^cter and submit the same to the Officer concerned direcL Matten 
(/ 'outinc nature concerning his branch will be disposed of by him proysfec 
the Officer-in<harge concerned directs otherwise 

Treasury Accounianis. 

(1) The Accountant is responsible, under the orders of the Treastini 
Officer for keeping complete records of cash and book liansar 
tions of the Distnct and subordinate treasuries and far Sx 
compilation of prescribed accounts and returns strictly in acczir 
dance with the directions and orders in farce. He is leqninx! 
to see that llie rules and orders in force are observed in respgx^ 
of all transactions of the Treasury and to bring all case* •' 
irregularity to the notice of the Treasury Officer. 

(2) The Accountant may be required to inspect, under the orfers flf 
the Treasury Officer, the account records of sub-treasuries vs 
to check a percentage of the miual accounts. 

f3) To see that the proper cUssificatioo of receipt is dor.e nnr 
compilation of receipts is appropriately dealt with. Be is 
required to evamine their renmd bills of deposit and to see lha 
the refund of claim is preferred in the prescribed TY Series. 
see (hat lapsed deposit figures are mtimated, plus and tning 
memo of the balances of IP D Account Is worked out regnhrh 
to initial all statements, C.T. R$.. remiitance books etc., ^ i& 
verification of the balance of Civil and Criminal Ccrni Depostt' 
and Personal Deposits. 

(-4) To initial entries in the service book and other service records assc 
all other allied matters relating to the establishment of ft* 
Treasury To examine the requirement of t^e staff m connectira. 
with articles and to sec that proper account for this porpow ji 
maintained and initialled by the Accountant on each item. 

(SI To check and initial the montlily returns of receipt books rent fe 
the Regional National Savings Officer and also to ^eck 
monthly returns of commission paid to authorised agents. He * 
also required to check the Oovcmnienl Promissory 
in the District Treasury for safe custody and to s n peivise m 
subsequent transaction relating to this item. 

of. hiJK ijasswl fjv. disjpswJ. •jf. »Q2tfra?a2t‘'5W& 

of financial bearing, checking ot cash books and posting of rece^ 
and pajTivents etcl preparation of balance sheet, obeervnnce j* 
the submission of periodical returns etc. To sec that l!» 
retrenchment slips received from the Accountant General jtir 
noted in the retrenchment tegi 'sr and the relevant eatiy fe made 
out properly. To verify entries made in the ledger account ef 
a Gazetted Officer with referwee to pay slips issued by the AJj 
' to see that Income Tax receipts are prepared in respect si 

Gazetted Officer. To see that the Guard Files in respect 
. spedmea signatures of Gazettf i Officers are maintained prop^ 


and regularly ?' c, »pccini .. . jf tbe officers traas- 

ferred from ffie ^ ,-sdictio. of th' ireasui/ are cancelled. To 
exanjne ihe last pay ccriiCtates pijparcd by the clerks. 

(7) He is required to supernse Ihc correspondence work of civil and 
oulitacy pensioners. He will check, initial and give dates below 
pay orders issued on the Bank. A Pensioner appeflring for the 
first time will be identified by (he Accountant from the personal 
identification marks given in* the P.P.O./D.R. He is required 
to compare and initial duplicate P.P.O. bsued to the Pensioners 
He will pay particular attention towards death payment, paymcni 
'o authorised agents and in the case of revision of pension 

'fl) To scrutinise the quartcly indents made out to Nasik Press and 
Inspector General of Stamps. To check the cash book of stamps 
daily and initial it. To check the plus and minus memo sent 
m Accountent Genera!, Inspector General of Stamps and 
Custodian. To scrutinise the yearly estimates to the Inspector 
General of Stamps, DPT Center Circle Jaipur. To Check the 
CDOnthly account of stamp vendors. To scrutinise the Stores 
Account sent to Accountant General yearly. 



